INTRODUCTION

Personnel administration is an important aspect of municipal government. The City of Grove
believes its Personnel Policies will assist City employees in achieving high standards of
performance and in providing excellent service to the community.

The Personnel Policies apply to all City employees in all Departments unless inconsistent with or
superseded by a specific agreement with certain City employees, such as the collective
bargaining agreement between the City and the Grove Police Department. Exceptions for
particular Departments are sometimes necessary but these should be rare and based solely on the
business needs or the specific operation of that particular Department. These exceptions or
variances must be documented in the appropriate Departmental manual and approved by the
Grove City Council. Departments may promulgate rules and regulations which are consistent
with these Personnel Policies. Those rules and regulations must be approved by the City
Manager.

All employees should carefully read the Personnel Policies. Work rules are made to prevent
problems and misunderstandings.

These Personnel Policies do not constitute an employment contract. Nothing contained herein
should be construed by an employee as granting any contractual right. This manual is simply a
tool used to communicate to all employees the Personnel Policies of the City of Grove. As
needed, the Policies may be updated in writing and the changes distributed to City employees.
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SECTION | - EMPLOYMENT MATTERS

1-1  PURPOSE, ADOPTION AND ADMINISTRATION

1-1.1 Purpose
The purpose of these Personnel Policies is to provide Department Heads, supervisors, and
employees with the information necessary to understand and fulfill their responsibilities
in a consistent and lawful manner.

1-1.2 Adoption
These Policies shall take effect upon adoption by the City Council but may be added to,
amended, or repealed by the City Council.

1-1.3 Administration

The City Manager, Department Heads, and supervisors will administer these Policies.
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1-2

DEFENSE OF CITY EMPLOYEES

The Oklahoma Governmental Tort Claim Acts authorizes the governing body of a
municipality to defend, save harmless, and indemnify employees against certain claims
arising out of an alleged act or omission which occurred while the employee was acting
within the scope of employment. However, the City has the right to recover from an
employee the amount expended to provide a defense, or pay a settlement agreed to
by the employee and the City, or pay the final judgment, if it is shown that the
employee’s conduct that gave rise to the action was fraudulent or corrupt or if the
employee fails to reasonably cooperate in good faith in defense of the action.

Similarly, other Oklahoma statutes allow the City Council to provide legal representation
to a City employee in civil actions or special proceedings in Oklahoma courts or in
federal courts which are based upon any act done or omitted in good faith in the course of
employment. The City employee must have performed a statutorily required duty which
is the basis of the civil action or special proceeding. The City Council may also direct its
attorney to intervene in any action or proceeding and to appear on behalf of the City, or
any of its officers or employees, if the governing body deems the City to have an interest
in the subject matter of the litigation.

If an employee seeks a defense in a civil action or special proceeding, the following
procedure shall apply:

1. The employee shall make a written request to the City Council within ten (10)
days after service of summons on the employee. A copy of the request shall be
transmitted by the employee to his immediate supervisor and to the City attorney
or other designated legal counsel.

2. Before any defense is initiated, an inquiry shall be made by the City Council of
the facts upon which the action or special proceeding is based.

3. Upon the decision of the City Council to provide representation for the employee,
it shall direct an attorney to appear and defend the action. The attorney shall
determine the method of preparation and presentation of the defense and shall not
be held civilly liable for the exercise of such discretion.

4. The employee named in the action may employ private counsel at his own
expense to assist in his defense.
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1-3

EEO POLICY

The City of Grove strives to recruit, hire, and maintain a diverse work force. Equal
employment opportunity applies to all areas of employment, including recruitment,
selection, hiring, training, transfer, promotion, termination, compensation, and benefits.

As an equal opportunity employer, the City of Grove treats its employees and applicants
for employment without discrimination as to race, creed, color, sex, national origin, age,
military status, handicap/disability, religion, or any other basis that would be in violation
of any applicable local, state, or federal law.
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1-4

EMPLOYMENT AT WILL

Unless a written employment contract is executed and approved by the City Council or
the City Manager, employment for the City of Grove is on an at-will basis. This means
that employees are free to resign their employment at any time for any reason, and the
City retains that same right. In those rare cases in which an individual is offered an
employment contract, the contract must be signed and approved by the City Council or
the City Manager as appropriate. No statements to the contrary, written or oral, made
either before or during employment can change this. No City employee (including the
City Manager, a Department Head, a supervisor, or an employee) can make a contrary
agreement.

Subject to these provisions, the City Council appoints the City Manager, City Judge, City
Attorney and the City Treasurer. The City Manager appoints, and when necessary for the
good of the service, removes, demotes, lays off or suspends all other City officers and
employees, except as otherwise provided by law. Appointments and promotions are
made solely on the basis of merit and fitness; and removals, demotions, suspensions, and
layoffs are made solely for the good of the service.
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1-5

HIRING PROCEDURES

1-5.1

Posting of Available Positions

Job openings will occur from time to time either through normal attrition, terminations,
or a management decision to create new or additional jobs. Whenever possible, available
positions will be filled by current City employees.

Upon learning that a position may become vacant, the Department Head should complete
a Vacancy Notice which shall include a description of the position (classification, duties,
full-time, part-time, intermittent, and other pertinent information). The Department Head
will provide the Vacancy Notice to the Personnel Department and the City Manager. If
the Department Head wishes to recommend a current employee for the vacancy, he or she
should submit a Personnel Action Form recommending the current employee along with
the Vacancy Notice.

The Personnel Department will post available positions on the City bulletin boards.
Nonexempt positions will be posted for a minimum of three days and exempt positions
will be posted for a minimum of five days. The Personnel Department may also prepare
and publicize appropriate recruitment and promotional announcements which will
include the statement that the City is an equal opportunity employer.
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1-5.2 Job Selection Process

An outside applicant must complete an Application Form which can be obtained from the
Personnel Department. The Personnel Director will schedule interviews. Employment
applications will be considered “active” for a period of thirty (30) days from advertised
closing date of position. Thereafter, the applications will be filed separately and retained
for the period required by law. When a job applicant is hired, the original Application
Form shall be placed in the Employee’s Personnel Record. Any false statements made by
the applicant in securing employment with the City of Grove shall be considered grounds
for termination.

Current employees must complete a Request for Interview Form and turn it in to the
Personnel Department. The Personnel Director will schedule interviews, if needed,
through the employee’s current Department Head. Current employees applying for
internal positions must have completed a minimum of six months in their current
position. This provision may be waived with the approval of the employee’s current
Department Head and the City Manager.

The City will give preference to a candidate who is a current full-time employee, a
current part-time employee, or an employee who lost his or her position due to a
reduction in force when that employee’s qualifications are substantially equivalent to an
outside applicant.

City employees need not be City residents, but the hiring of local people will be
encouraged. Employees subject to emergency call shall live sufficiently close, within a
twenty (20) minute drive time at posted speed limits, to be able to respond quickly to
emergency calls. All full-time employees must possess a valid driver’s license. Full-
time police officers must be at least 21 years of age; all other full-time employees must
be at least 18 years of age.

The City Manager will make the final decision to fill the vacancy. The Personnel
Director will inform all candidates regarding the final selection.
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1-5.3 Drug Screens and Physicals

After the decision has been made to hire an outside applicant, an offer of employment
will be extended contingent upon the candidate successfully passing a pre-employment
drug screen and, for certain positions, a physical examination. The Personnel Director
will be responsible for determining the facility to be used for the pre-employment drug
screen and/or physical exam.

EXCEPTION: All Seasonal and Temporary employees shall not be required to take a
pre-employment drug screen.

The candidate will be given directions to the collection site for a drug screen. He or she
must report to the collection site with a valid picture ID. If the collection site staff
discovers that the candidate has not followed the collection procedures or has altered
the specimen in any way, the candidate will no longer be eligible for employment.

The candidate should understand that passing the pre-employment drug screen and/or
physical exam is a part of the employment process. In the event that the candidate
does not successfully pass the pre-employment drug screen and/or physical exam, the
offer of employment will be revoked. If the candidate should have any questions
concerning a drug screen and/or physical exam, all inquiries should be forwarded to the
Personnel Director.

Information regarding drug screens and/or physical exams will be kept strictly
confidential. This information will be kept separately in the employee’s confidential
medical file in the Personnel Department. The results of a candidate’s pre-employment
drug screen will not be discussed with the Department Head or other employees but will
be handled confidentially by the individuals in the Personnel Department authorized to
deal with this information. (Section 1-5.3 amended per Council action 04/01/2014)
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1-5.4 Oath of Office

City employees must take and subscribe to the following loyalty oath or affirmation:

| do solemnly swear (or affirm) that | will support the Constitution and the laws of the
United States of America and the Constitution and the laws of the State of Oklahoma, and
that 1 will faithfully discharge, according to the best of my ability, the duties of my office
or employment during such time as | am an employee of the City of Grove.

Affiant
Subscribed and sworn to before me this day of :
Notary

Public, or other officer authorized to administer
oaths or affirmations.

All oaths or affirmations of municipal officers or employees shall be filed in the office of
the City Clerk.

Every public officer or employee having taken and subscribed to the oath or affirmation
and having entered upon the duties of his office or employment, who, while holding his
office or while being so employed, advocates by the medium of teaching, or justifies,
directly or indirectly, or becomes a member of or affiliated with the Communist Party or
the Cominform, or with any party or organization, political or otherwise, known by him
to advocate by the medium of teaching, or justify, directly or indirectly, revolution,
sedition, treason or a program of sabotage, or the overthrow of the government of the
United States or of the State of Oklahoma or a change in the form of government thereof
by force, violence, or other unlawful means, shall be guilty of a felony and, upon
conviction be punished by imprisonment in the state prison for not less than one (1) year
nor more than fourteen (14) years; and in addition thereto, the person shall forfeit his or
her office or employment.
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1-5.5

1-9 Requirements

Federal regulations require the City of Grove to comply with the Immigration Reform
and Control Act of 1986. All new employees must complete an 1-9 Form and provide
proof of their identity and their ability to work in this country. If a new employee is
unable to provide the necessary documentation within three (3) working days from the
date of hire, he or she must provide proof that he or she has applied for the required
documents. If this is not provided, the employee will be terminated.
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1-6

EMPLOYEE RESPONSIBILITIES AND DEFINITIONS

1-6.1

Department Heads

1-6.2

Department Heads are expected to maintain efficiency in their Department’s operations.
Department Heads may adopt and enforce Departmental rules and regulations consistent
with these Policies. These rules and regulations should be submitted to the City Manager
for review and approval. Department Heads will report regularly to the City Manager
and, if requested, to the City Council regarding their Departments, operations, personnel,
and other matters. Department Heads should immediately notify the City Manager of
changes in duties and responsibilities of their employees in order that the Classification
Plan may be properly maintained.

Personnel Director

1-6.3

The Personnel Director shall develop and recommend to the City Manager personnel
policies and practices that will promote equal employment opportunity for all City
employees consistent with the City of Grove Classification and Pay Plans. The City
Manager shall work with the Personnel Director to maintain and revise the Classification
and Pay Plans and make recommendations to the City Council regarding possible
changes and salary or wage adjustment in the Plans.

Employees

1-6.4

Employees under these rules shall comply with and aid in all proper ways in carrying out
the provisions of these Policies and Departmental rules and regulations. Any employee
who fails to comply with any of the provisions of these Policies or other rules and
regulations, shall be subject to disciplinary action.

Definitions

Appointment — a regular assignment to a position established within the City service.

Class — one or more positions sufficiently similar with respect to duties and
responsibilities that the same descriptive title may be used to designate each position
allocated to the class, that the same general qualifications are needed for performance of
the duties of the class, that the same test of fitness may be used to recruit employees, and
that the same schedule of pay can be applied with equity to all positions in the class under
the same or substantially the same employment conditions.

Classification Plan — a system of classes with specifications and pay range assignments
for each class.

Days — unless otherwise indicated, this means working days.
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Demotion — a change by an employee from a position in one class to a position in another
class with less responsible duties and a lower salary or wage range.

Exempt Employee — an employee that is exempt from the payment of overtime
compensation under the Fair Labor Standards Act. In general, this means that these
employees are expected to provide services which are managerial, administrative, or
professional. These services may extend beyond normal office hours and may include,
but not be limited to, travel, preparation, business contacts, and other job-related
responsibilities. Exempt positions include, but are not limited to, City Manager,
Assistant City Manager, City Treasurer, City Clerk, Police Chief, Assistant Police Chief,
Fire Chief, Utility Office Manager, Public Works Director, and Plant Superintendent.

Grievance — a dispute or disagreement as to the interpretation or application of these
Policies.

Intermittent Part-Time Employee — an employee who works on a non-regular basis with
hours that vary from week to week.

Non-Exempt Employee — an employee who is compensated on an hourly basis and is
subject to overtime and/or compensatory time as allowed by the Federal Fair Labor
Standards Act.

Overtime — hours worked in excess of a normal forty (40) hour workweek.

Pay Range — a division of the salary or wage schedules to which classes of positions are
assigned.

Performance Evaluation — a systematic review of an employee’s job performance.

Personnel Department — the Personnel Director and employees engaged in personnel
administration.

Position — a group of current duties and responsibilities assigned or delegated requiring
the full-time or part-time employment of one person.

Probationary Period — a working test period during which a new employee is required to
demonstrate fitness for the position.

Promotion — a change of an employee from a position of one class to a position of
another class with more responsible duties and a higher salary or wage range.

Reclassification — a reassignment or change in classification of an individual position by
raising it to a higher class, reducing it to a lower class, or moving it to another class at the
same level on the basis of significant change in kind, difficulty, or responsibility of the
work performed in such a position.
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Regular Full-Time Employee — an employee in City service who works on a regular
schedule of at least 40 hours per week in a position which is generally a part of year
round City services.

Regular Part-Time Employee — an employee in City service who works on a regular
schedule of at least 20 hours per week in a position which is generally a part of year
round City services.

Seasonal Employee — an employee in City service who works the standard daily hours
established for the position but which is generally seasonal, i.e. limited by the duration of
the work to less than 12 consecutive calendar months.

Seniority — the length of continuous full-time employment with the City, excluding any
unpaid leave of absence.

Temporary Employee — an employee in City service who is hired to work on a special or
limited project where such project has a limited expected duration and where there is
little eventuality of continued employment by the City in such position after the special
project expires.

Transfer — a change by an employee from one position to another position of the same

class or to another class in the same salary or wage range, usually involving the
performance of similar duties and requiring essentially the same basic qualifications.
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1-7

CLASSIFICATION PLAN

1-7.1

Introduction

1-7.2

The City Manager, Department Heads, and employees shall develop a Classification Plan
which includes specifications and pay range assignments for various classes of job
positions. Upon adoption by the City Council, the Classification Plan shall become a part
of these Policies. The Personnel Director shall maintain a current official copy available
for inspection.

Amendment and Revision of Plan

1-7.3

The Classification Plan and rules for its administration may be amended from time to
time by resolution of the City Council. Department Heads or employees may be required
to submit position descriptions on a periodic basis, or any time there is a reason to believe
that there has been a change of duties and responsibilities of one or more positions. Class
Specifications may be revised to accommodate minor changes. Each time a new class is
established, a Class Specification shall be written, evaluated, and incorporated in the
existing Plan and the class title incorporated into the Classification Plan. A class, which
has been abolished, shall be removed from the Classification Plan.

New Positions

1-74

A new position may be created through the following procedure:

1. A Department Head may make a written request that a new position be created.
The request should be submitted to the City Manager and should include
justification for the position, a proposed job description, and a recommended class
and pay range.

2. After review and possible revision by the City Manager and the Department
Head, the City Manager will provide the written request along with a
recommendation to the City Council for review and action regarding creation of
the new position.

Reclassifications

The City Manager, after review with the Department Head, may recommend that
positions, whether new or already created, the duties of which have changed materially,
be reclassified. Reclassification is subject to City Council approval and shall not be used
for the purpose of avoiding restrictions concerning lay-off, demotion, and promotion.
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1-8

PROBATIONARY PERIOD

1-8.1

The Probationary Period shall be regarded as a part of the testing process and shall be
utilized for training and observing an employee’s work and for securing the most
effective adjustment of a new employee to his or her position.

During the Probationary Period, an employee may be terminated at any time by the
Department Head with the approval of the City Manager. The City Manager or
Department Head shall provide the employee with written notice of termination.

Probationary Period for New Employees

1-8.2

All new employees appointed to a regular vacant position shall be required to
successfully complete a Probationary Period. The Probationary Period shall commence
on the initial date of appointment.

The Probationary Period shall be six (6) months. Fire fighters shall have a twelve (12)
month Probationary Period. Probationary Periods may be extended by the Department
Head with consent of the City Manager.

Prior to the end of the Probationary Period, the Department Head shall submit to the City
Manager a performance review of the probationary employee. If the review is
satisfactory, the Department Head recommends ending the Probationary Period, and the
City Manager approves, the probationary employee shall be confirmed to classified status
with the City. If the review is unsatisfactory, the City Manager may extend the
Probationary Period, assign the employee to another vacant position, or terminate the
employment.

Probationary Period for Promoted or Transferred Employees

Upon promotion, transfer, or entry into a new position, the employee shall serve a
Probationary Period of three (3) months, unless the Department Head recommends
waiving this requirement and the City Manager approves. Should an employee continue
in a probationary status, the Department Head shall submit a performance review prior to
the end of the three (3) month period to the City Manager and to the probationary
employee. If the review is satisfactory, the Department Head recommends ending the
Probationary Period, and the City Manager approves, the probationary employee shall be
confirmed to the new position. If the review is unsatisfactory, the City Manager may
extend the Probationary Period, assign the employee to another vacant position, or
terminate the employment.
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1-9

PROMOTION, TRANSFER, DEMOTION AND SEPARATION

1-9.1

Promotion

1-9.2

The City Manager will fill vacancies in higher positions, when it is in the best interest of
the City, by promotion of present employees (other than the City Judge, City Attorney,
and City Treasurer) who meet the requirements established for the higher classification.
Promotion shall be based solely upon merit and fitness.

Transfer

1-9.3

The City Manager may transfer an employee (other than the City Judge, City Attorney,
and City Treasurer) from one Department to another, when it is in the best interest of the
City.

Demotion

1-94

The City Manager will demote an employee (other than the City Judge, City Attorney,
and City Treasurer) to a position of lower grade for which the employee is qualified for
the good of the service, which includes, but is not limited to, the following reasons:

1. When an employee would otherwise be laid off because the employee’s position
is being abolished;

When an employee’s position is being reclassified to a lower grade;

Because of lack of work;

Because of lack of funds;

When another employee is returning to the position from an authorized leave of
absence;

When an employee does not render satisfactory service in the position the
employee holds or was promoted to and, in the case of a promotion, is removed
during the Probationary Period, provided this does not give such a promoted
employee the right to displace another employee; and

7. When an employee voluntarily requests such demotion.

agRrwn
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Separation

The City Manager may separate an employee (other than the City Judge, City Attorney,
and City Treasurer) due to a voluntary resignation or due to termination from
employment for the good of the service, which includes, but is not limited to, the
following reasons:

Unauthorized absence;

Unexcused failure to return to work after a layoff or authorized absence or leave;
Violation of a work rule; and

Any other misconduct.

el A
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1-9.5

This provision does not affect the City’s employment at will policy. Any employee
wishing to leave the service in good standing shall file a written resignation with his or
her Department Head at least two (2) weeks before leaving.

Non-disciplinary Separation — Layoffs and Notice

The City Manager may determine that it is necessary for the good of the service to reduce
the number of employees due to a lack of funds in the budget, lack of sufficient work, or
other reasons outside of the City’s control which do not reflect discredit on the service of
the employee. In selecting the employees who will remain with the City, only job-related
criteria will be used. The criteria used will be determined based on the reason for the
reduction in force and the determination of each Department’s needs. Job-related criteria
may include the employee’s current performance, competencies, skills, responsibilities,
experience, leadership, education and training, personal commitment, and seniority.

Affected employees are encouraged to seek other positions. In some cases, the City
Manager may be able to transfer an employee whose position is being eliminated into
another area.

Temporary/Seasonal/Special Project Employment — In the case of temporary, seasonal, or

special project employment, the Department Head shall notify the employee at the time
of appointment of the estimated termination date.
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1-10 JOB PERFORMANCE EVALUATION

Department Heads will evaluate all employees in their Departments at least once per year
following completion of the Probationary Period.

The City may choose to provide a written evaluation at any time it determines that it is in
the best interest of the City or the employee. A Department Head may prepare an
Employee Performance Action Plan to assist an employee in improving performance.
The Plan may include periodic Performance Evaluations within the period of the Plan.

Performance Evaluation procedures shall be developed and may be amended from time to
time as needed by the City Manager.

Employee pay may be adjusted depending upon Performance Evaluations. Any pay
adjustments are subject to City Manager approval.
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1-11 REFERENCES

All inquiries regarding employees who are currently employed or have been previously
employed by the City are to be referred to the Personnel Director. Frequently a
prospective employer will inquire about an employee's character or abilities. This
information is considered confidential and may not be released. The Personnel Director
will only provide confirmation of dates of employment and job title(s) unless special
circumstances exist or the City is compelled by law to release additional information.
The City will comply with the Open Records Act and the Freedom of Information Act.

The Personnel Director may release salary information to credit institutions when such

information will assist the employee in securing credit, provided the request for salary
information is made in writing and the employee authorizes release of the information.
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1-12 BACKGROUND CHECKS

The position an individual applies for and the information he or she gives during the
interview process will determine what contingencies may apply to an offer of
employment. All employees applying for any position with the City will be subject to
reference checks with former employers and/or managers. Unless required by law,
reference checks will not be shared with the potential employee. Individuals' claims to
have certain educational credentials, either in writing or in an interview, are subject to
verification.

Positions that have responsibility for initiating or affecting financial transactions will
require a credit check. These responsibilities could include, among other things,
collecting or handling cash or checks, writing checks or approving them, access to a
direct money stream or as a fiduciary to the City.

Any potential employee who will be driving a City vehicle or driving a personal vehicle
on City business will be subject to an inspection of his or her Motor Vehicle Record
annually. Depending upon the job requirements, some employees may have to comply
with the Department of Transportation requirements for a Commercial Driver's License.

For positions that require employees to enter the homes of clients/customers, the
employee will be subject to a criminal background check. Only individuals in the
Personnel Department that are authorized to do so may initiate or receive criminal
background information.

Information gained from any of the above background checks will be held in confidence
and shared with management individuals only on a need-to-know basis.
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1-13 PERSONAL APPEARANCE

While it is the City’s intent that all employees dress for their own comfort during work
hours, the City’s image is maintained, in part, by the image that employees present to
citizens, customers, vendors, and other visitors.

Employees working in office areas should dress conservatively and professionally in
appropriate business attire.  Skirts and dresses should not be any shorter than three
inches above the knee. Blue jeans, T-shirts, sweat suits, and leggings are not appropriate
office dress.

For those employees who do not have direct contact with the public, dress should still be
neat and clean and pose no safety hazard to themselves or others.

On approved casual days, employees may dress in casual clothing, including blue jeans
and T-shirts, although dress standards still require a neat, clean appearance. Employees
meeting with customers should wear appropriate business attire.

Employees working in maintenance, construction, and similar areas may wear blue jeans
and T-shirts as well as shorts that are no more than three inches above the knee. No
open-toe shoes may be worn. Long hair must be tied back to ensure the employee’s
personal safety. Loose clothing or dangling jewelry that poses a safety hazard to
employees also is prohibited.

Under no circumstances may employees wear halter tops, strapless tops, spaghetti straps,
tank tops, cropped tops, clothing with offensive wording, clothing that shows
undergarments (sheer), torn clothing, clothing with holes in it, or tight-fitting, revealing,
or oversized clothing. All clothing must be clean, neat, and fit properly. Safe, neat, and
clean shoes should be worn at all times.

Uniformed employees must wear neat and clean uniforms at all times.

For all employees, professional appearance also means that the City expects you to
maintain good hygiene and grooming while working. Facial hair is permitted as long as
it is neat and well trimmed. Earrings are acceptable; however, rings through the nose,
eyebrow, tongue, or body parts other than the ear lobe that are visible to the public may
not be worn while working. Employees are expected to be conservative in the wearing of
makeup, scented products, and hairstyles.

If employees require a reasonable accommodation regarding their dress for bona fide
health and/or religious reasons, they should contact their supervisor or the Personnel
Department to discuss an exception to the personal appearance guidelines. Unless it
would constitute an undue hardship or safety hazard, the City will accommodate such
requests.
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All employees should practice commonsense rules of neatness, good taste, and comfort.

Provocative clothing is prohibited. The City reserves the right to determine appropriate
dress at all times and in all circumstances and may send employees home to change
clothes should it be determined their dress is not appropriate. Employees will not be
compensated for this time away from work.
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1-14 NEPOTISM — EMPLOYMENT OF RELATIVES

Relatives of Department Heads and employees shall not be employed, promoted, or
engaged to perform services in full-time positions under the same supervisor or where
one relative will or may exercise or directly influence the recruitment, supervision,
employment, salary, fees, or performance review of another relative. This policy is not to
be made retroactive and will not affect situations in effect prior to the passage of this

policy.

For the purpose of this policy, immediate family or relative is defined as:

persons related by blood or marriage within the third degree of kindred, computed
according to the rules of “civil law” which shall include: spouse, parents, sons,
daughters, brothers, sisters, grandparents, grandchildren, in-laws, uncles, aunts, nieces,
and nephews.

The City Manager will make all decisions and determinations with regard to the
interpretation of the Nepotism Policy. The City Manager may grant exceptions, not in
conflict with State Law.

If two employees within the same Department marry during the period of their
employment, causing their employment to violate this Nepotism Policy, one of the
employees shall be transferred to another Department if a position for which they are
qualified is available. If no position exists, and the parties do not indicate a preference as
to who shall resign, a termination notice shall be served on the person with the least
seniority.
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1-15 EMERGENCY CLOSINGS

In the event of an emergency closing of the City offices, employees not expected to
report to work shall be reimbursed at the current rate of pay. An emergency closing shall
be called at the discretion of the City Manager or his/her designee.

An employee who does not report for work due to inclement weather conditions on a day
the City offices remain open will have such time deducted from current accrued vacation
leave or compensatory time or arrangements can be made with the Department Head for
making up the time.
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SECTION 2 - FRINGE BENEFITS

2-1 LEGAL HOLIDAYS
2-1.1 Schedule
The following days are paid holidays for eligible full-time employees:
New Year’s Day January 1%
Martin Luther King Day 3" Monday in January
President’s Day 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4™
Labor Day 1% Monday in September
Columbus Day 2" Monday in October
Veteran’s Day November 11™
Thanksgiving Day 4™ Thursday in November
Friday after Thanksgiving Friday after Thanksgiving
Christmas Eve December 24"
Christmas Day December 25"
Floating Holiday Employee’s Discretion
Holidays falling on Saturday will be observed on the Friday before the Holiday.
Holidays falling on a Sunday will be observed on the following Monday. Holidays
falling during an employee’s vacation shall be counted as a Holiday and not charged as a
Vacation Day.
Certain City Offices will be closed on the Holidays listed above. As determined by the
City Manager, emergency operations such as police, fire, and utilities maintenance will
remain in operation on Holidays.
2-1.2 Eligibility

To be eligible for Holiday Pay, the employee must have worked the workday before and
the workday following the Holiday, unless the day off is part of his or her work schedule.
An employee is entitled to Holiday Pay when the employee is on some type of paid leave
on the workdays before and after the Holiday; otherwise, an employee on unpaid leave is
not considered to be present for duty and is thus not entitled to Holiday Pay.

Employees (excluding bargaining units) working Holidays will receive Holiday Pay plus

eight or ten hours time and a half compensatory time, or time and a half payroll
compensation (hours of pay is determined by hours of normal work shift).
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2-1.3

Utility workers on-call during Holidays will receive Holiday Pay, On-call Pay, plus time
and a half payroll compensation for hours actually worked.

Leave in Lieu of Holidays

Full-time Police Department personnel regularly assigned to shift work shall be assigned
one-hundred four (104) hours of holiday leave per calendar year starting on January 1% in
lieu of regularly scheduled holidays received by other City employees.

Full-time Fire Department personnel regularly assigned to shift work shall be assigned
one-hundred fifty-six (156) hours of holiday leave per calendar year starting on January
1% in lieu of regularly scheduled holidays received by other City employees.

The accrued holiday leave must be used within the calendar year earned or it is forfeited.

If an Employee receiving holiday leave in lieu of Holidays with earned holiday leave
terminates employment with the City, Employee will be paid for such unused hours. If
an employee who has used unearned holiday leave terminates employment, Employee
will repay the City for such hours. Such adjustments shall be made on the Employee’s
final paycheck.

This section excludes bargaining units and exempt personnel. (Section 2-1.3 added per
Council action 02/15/2011)
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2-2

BREAKS

Unless disruptive to work load or scheduling, one rest break of 15 minutes is granted
during the first half of a shift of at least eight (8) hours, and one rest break of 15 minutes
is granted during the second half of a shift of at least eight (8) hours. Supervisors will
administer this policy.
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2-3

ON-CALL PAY

On-Call Employee: A classified employee who is required to carry a cell-phone or pager
and is required to respond and report to the work immediately upon notification.

On-Call Status: An On-Call employee who receives notification and reports to the work
site immediately to perform duties that are not previously scheduled shall be considered
in an On-Call Status.

Compensation for On-Call Employee: Employees shall be paid for a minimum of five
hours of straight-time compensation for being On-Call.

(Exception: Buildings & Grounds Employees who are On-Call for a weekend shall be
paid for a minimum of two hours of straight-time compensation for being On-Call.

Compensation for On-Call Status: Employees who are notified and required to report to
work shall be paid for a minimum of two (2) hours of work at an over-time rate. If the
On-Call work exceeds more than two (2) hours, the employee shall be paid for actual
hours worked at an over-time rate. Employees are guaranteed compensation for each
occasion in which a call back is made after having left the work site.

(Section 2-3 amended per Council action 07/07/2015)
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Longevity Pay is designed to reward long-term employees for their dedication and

2-4  LONGEVITY PAY
commitment to the City of Grove.
2-4.1 Eligible Employees

Full time employees must be employed for a minimum of 4 consecutive years to be
eligible to participate in the Longevity Plan.

Eligible employees will receive $5 per month for every month they have been employed
($60 per year) up to a cap of 20 years ($1,200.00). Months of pay shall be calculated

based on the employee’s anniversary date.

Longevity Pay will be paid to eligible employees in mid-November of each year in a
check separate from payroll.

Longevity Pay does not accrue until mid-November and is not payable upon termination.
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2-5 VACATION LEAVE
2-5.1 Accrual
Upon completion of 1 year of continuous full-time employment, an employee is entitled
to 96 hours (12 days) of Vacation Leave. Thereafter, full-time employees shall accrue
Vacation Leave according to the table below:
LENGTH OF SERVICE HOURS PER | DAYS PER
MONTH YEAR
After completion of 1% year of service through 5 8 12
years of service
After completion of 5 years of service 10 15
After completion of 10 years of service 12 18
After completion of 15 years of service 14 21
After 20 years of service 16 24
Employees must use their Vacation Leave each year it is earned and prior to their
employment anniversary date or it is lost, provided employees may accumulate up to a
maximum of two (2) years Vacation Leave. Vacation Leave which is not taken and
which exceeds the maximum Vacation Leave accumulation is lost as of the employee’s
employment anniversary date each year.
If an employee has accumulated compensatory time, the employee shall exhaust such
compensatory time prior to taking Vacation Leave except where the employee is subject
to losing the Vacation Leave.
2-5.2 Scheduling

The Department Head shall determine and approve the time at which Vacation Leave
may be taken, subject to final approval by the City Manager. Those times shall not
conflict with Departmental work load. Senior employees will be given preference in
scheduling in case of two or more requests for Vacation Leave on the same date.
Vacation Leave Request Forms are available in the Personnel Department and shall be
submitted to the Department Head for approval prior to the effective date on which
Vacation Leave is to begin.

Any Holiday observed by the City of Grove, which falls within an employee’s Vacation
Leave shall not be counted as a Vacation Leave day.

No employees shall be given Vacation Leave in excess of his accumulated Vacation
Leave.

Page 30



Upon termination, the City will pay accrued Vacation Leave. Employees with less than
one year of employment have no accrued Vacation Leave and thus are not entitled to
Vacation Leave pay upon termination.
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2-6

SICK LEAVE

2-6.1

Purpose

2-6.2

The City treats Sick Leave like an insurance program rather than as extra days off from
work. Full-time employees may use Sick Leave when absence from work is necessary
due to their own illness or due to illness in the employee’s immediate family. The City
coordinates Sick Leave benefits with its FMLA policy. When leave qualifies as FMLA
leave, the Employee must use any accumulated paid leave during the FMLA leave and
may select such paid leave from any combination of Sick Leave, Vacation Leave,
compensatory time, or Shared Leave.

Accumulation of Sick Leave

2-6.3

Full-time employees accumulate one day (8 hours) of sick leave for each full calendar
month of employment. An employee may accumulate a maximum of 125 days or 1000
hours of Sick Leave.

Qualifying and Reporting

2-6.4

In order to qualify for Sick Leave, the employee must notify his or her immediate
supervisor or Department Head each day of absence prior to or at his or her scheduled
time to report to work. The employee must advise that his or her absence is for Sick
Leave and advise the expected duration of the absence. The employee must call in each
day of absence unless prior agreement has been made with the supervisor or Department
Head. If circumstances surrounding the absence make such notification impossible, or
the immediate supervisor or Department Head cannot be reached by telephone, the
employee must notify the Personnel Director no later than one (1) hour after his or her
scheduled reporting time.

Employees must sign and submit to his or her Department Head for approval a “Request
for Leave” form for all absences for which Sick Leave is desired. The employee’s
Department Head or the City Manager will review the form for approval or denial.

Employees may use only the amount of Sick Leave which has been accumulated. Sick
Leave which has not been earned cannot be “advanced” to employees. If an employee
has used all his or her Sick Leave, he or she may use any Vacation Leave, compensatory
time, or Shared Leave to augment Sick Leave. If an employee has no accumulated Sick
Leave or other leave or does not have sufficient evidence that he or she was actually ill,
he or she will be charged with an unauthorized absence.

Uses of Sick Leave

Sick Leave may be used for the employee’s own illness or medical, dental or optical
treatment which is necessary during working hours. Sick Leave may be taken by the

Page 32



2-6.5

employee to attend to the serious illness or injury to an immediate family member. For
the purpose of the Sick Leave policy, immediate family is defined in the City’s FMLA
policy. To ensure the proper use of Sick Leave, the City Manager or Personnel Director
may require a doctor’s certification and/or return to work statement.

If an employee does not have sufficient Sick Leave or other leave to cover an absence, he
or she will be subject to corrective action up to and including termination for attendance
regardless of whether a medical statement is furnished.

Sick Leave Upon Retirement

2-6.6

An employee who retires from employment with the City may elect to apply the
maximum amount of days or hours of Sick Leave allowed by the Oklahoma Public
Employees Retirement System toward his or her retirement service credit provided the
employee otherwise has the required number of years of continuous service with the City
to qualify for retirement benefits. An employee who opts to add his or her unused Sick
Leave to retirement service credit will not be eligible to receive payment for Sick Leave.

If an employee chooses not to apply his or her unused Sick Leave to retirement service
credit, he or she may receive payment for accumulated Sick Leave hours up to a
maximum of 720 hours provided the employee otherwise has the required number of
years of continuous service with the City to qualify for retirement benefits. The amount
of payment for accumulated Sick Leave hours shall be calculated based upon the
employee’s regular straight time hourly rate of pay in effect for the employee’s regular
position on the last day of the employee’s employment.

For employees appointed after July 1, 2009, if the employee chooses not to apply his or
her unused Sick Leave to retirement service credit, he or she may receive payment as set
forth herein for accumulated Sick Leave hours provided the employee otherwise has the
required number of years of continuous service with the City to qualify for retirement
benefits. The amount of payment for accumulated Sick Leave hours shall be calculated
based upon the employee’s regular straight time hourly rate of pay in effect for the
employee’s regular position on the last day of the employee’s employment; provided the
employee will be entitled only to a payment equal to twenty-five percent (25%) of the
accumulated Sick Leave up to a maximum of 250 hours.

Sick Leave is not payable or applied to employee’s retirement service credit upon
separation from employment prior to completing the vesting period of 7 years and 7
months of continuous employment. (Amended per Council action 8/2/2011)

Sick Leave Upon Termination from Employment

Except as provided above for vested employees, Sick Leave is not payable to any
employee who is involuntarily terminated. (Amended per Council action 8/2/2011)
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2-6.7

Death of an Active Employee

2-6.8

Upon the death of an active employee eligible for retirement, the beneficiary designated
on the employee’s retirement application may choose how the unused Sick Leave is to be
disbursed.

All accumulated Sick Leave may be added to his or her service credit for retirement
benefits, up to a maximum of ninety (90) days or (720 hours) provided the employee has
been employed with the City long enough to be vested, as defined in the Oklahoma
Public Employees Retirement System handbook, in the City’s retirement plan.

If the beneficiary so chooses, unused Sick Leave may be paid to the beneficiary
designated by the employee in the City retirement fund and in accordance with personnel
records. Payment for Sick Leave shall be as set forth above and depending upon whether
the employee was appointed before or after July 1, 20009.

Conversion to Vacation Leave

2-6.9

When an employee accumulates 1000 hours of Sick Leave, he or she may trade 3 days
(24 hours) of Sick Leave for 1 day (8 hours) of Vacation Leave. This trade is just for
those accumulated hours that exceed 1000 hours up to 1024 hours.

Incentive Program

Employees who have used Zero (0) hours of Sick Leave during the preceding twelve (12)
month period shall be awarded One (1) day off with pay.

Employees who have used no more than One (1) workday (hours based on the
employee’s regular scheduled workday) of Sick Leave during the preceding twelve (12)
months shall be awarded One-half (1/2) day off with pay.

The Incentive Pay will be awarded to the employee no later than February 28 of the
following calendar year. (Amended per Council action on 02/03/2015)
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2-7

LEAVE SHARING PROGRAM

2-7.1

Purpose

2-7.2

The purpose of the City’s Leave Sharing Program is to permit full-time employees to
donate Sick Leave or Vacation Leave to a fellow employee who is suffering from or has
an immediate family member or relative suffering from an extraordinary or severe illness,
injury, impairment, or physical or mental condition which has caused or is likely to cause
this employee to take leave without pay or terminate employment.

Definitions

2-7.3

Immediate family or relative — as defined in the City’s FMLA policy.

Severe or extraordinary — means serious, extreme or life threatening.

Eligible Employee — means a Regular Full-time Employee or a Regular Part-time
Employee, as defined in the City’s Personnel Policy and Procedures Manual with over six
(6) months continuous service with the City. This does not include employees in
probationary status. (Amended per Council action 09/18/2012)

Eligibility to Receive Leave

2-7.4

An employee may be eligible to receive Shared Leave pursuant to the following
conditions:

1. The receiving employee has exhausted, or will exhaust, all Vacation Leave, Sick
Leave, and all compensatory time due to an illness, injury, impairment, or
physical or mental condition, which is of an extraordinary or severe nature and
involves the employee or immediate family member;

2. The condition has caused, or is likely to cause, the employee to go on leave
without pay or terminate employment;
3. The City Manager determines that the employee meets the criteria described in

this section and approves the Leave Sharing; and
4. The employee has abided by City policies regarding the use of Sick Leave and/or
FMLA Leave.

Conditions for Donating Leave

An employee may donate Sick Leave or Vacation Leave to another employee only

pursuant to the following conditions:

1. An employee may donate up to forty (40) hours of accumulated Vacation Leave
AND up to forty (40) hours of accumulated Sick Leave to eligible employees.

2. The City Manager shall have the authority to approve the donation of additional
hours based on individual circumstances and hardships; provided the donation of
additional hours shall not cause:

Page 35



a. The Vacation Leave balance of the donor to fall below ten (10) days or
eighty (80) hours; and
b. The Sick Leave balance of the donor to fall below sixty (60) days or four-
hundred eighty (480) hours.
Employees may not donate excess Sick Leave that the donor would not be able to
otherwise use.
All donated leave must be given voluntarily. No employees shall be coerced,
threatened, intimidated, or financially induced into donating sick leave for
purposes of the leave-sharing program.

2-7.5 Rules Regarding Shared Leave

1.

The City Manager shall determine the amount of donated leave an employee may
receive and may only authorize an employee to use up to a maximum of ninety
(90) days (720 hours) of Shared Leave during total City employment.

The City Manager may require the employee to submit, prior to approval or
disapproval, a medical certificate from a licensed Physician or health care
practitioner verifying the severe or extraordinary nature and expected duration of
the condition.

The receiving employee shall be paid his or her regular rate of pay; therefore, one
hour of shared leave may cover more or less than one hour of salary of the
recipient. The calculation of the leave value of the recipient shall be in
accordance with personnel policies, regulations and procedures. The dollar value
of the leave is converted from the donor to the recipient. The leave received will
be designated as Shared Leave and be maintained separately from all other leave
balances.

The recipient may only use donated leave for the purposes specified in this
section.

All forms of paid leave available for use by the recipient must be used prior to
using Shared Leave.

Any Shared Leave not used by the recipient during each occurrence as determined
by the City Manager shall be returned to the donor. The Shared Leave remaining
over one (1) hour will be divided among the donor(s) on a prorated basis based on
the original donated value and returned at its original donor value and reinstated
to the Vacation Leave or Sick Leave balance of each donor. The receiving
employee will be under no obligation to repay donated leave.

The receiving employee will not accrue Vacation Leave or Sick Leave while on
Shared Leave time.
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2-8

BEREAVEMENT LEAVE

Absence from work for Bereavement Leave will be charged against Sick Leave.
Employees shall be granted from one to three days (8 to 24 hours) paid Sick Leave when
a death occurs in the immediate family. The appropriate form requesting Bereavement
Leave shall be completed and approved by the Department Head and the City Manager.
For the purpose of the Bereavement Leave policy, immediate family is defined as:
mother, father, husband, wife, son, daughter, stepson, stepdaughter, brother, sister,
grandchildren, grandparents, in-laws, half brother, and half sister.

Should an employee require additional time in excess of three (3) consecutive scheduled
working days, he or she may request additional time from his or her Department Head
and the City Manager. Any additional time shall be charged to Vacation Leave and/or
compensatory time.

The City Manager may approve Bereavement Leave for other than immediate family.

If an authorized Holiday falls within an employee’s Bereavement Leave, the day shall be
considered a Holiday rather than a Bereavement Leave day.
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2-9

MILITARY LEAVE

The City will abide by all the provisions of the Uniformed Services Employment and Re-
Employment Rights Act (USERRA) and will grant Military Leave to all eligible full-time
and part-time employees. Military Leave may be granted to full-time and part-time
employees for a period of four years plus a one-year voluntary extension of active duty
(five years total) if this is at the request and for the convenience of the United States
government.

Employees must provide ten days’ advance notice to their Department Head of their
intent to take Military Leave and must provide appropriate documentation unless giving
such notice is impossible, unreasonable, or precluded by military necessity.

An employee’s salary will not continue during Military Leave unless required by law.
However, employees may request to use any accrued Vacation Leave during Military
Leave. Benefit coverage will continue for 31 days as long as employees pay their normal
portion of the cost of benefits. For leaves lasting longer than 31 days, employees will be
eligible to continue health benefits under COBRA.

Upon return from Military Leave, employees will be reinstated with the same seniority,
pay, status, and benefit rights that they would have had if they had worked continuously.
Employees must apply for employment within 90 days of discharge from the military.
Employees who fail to report for work within the prescribed time after completion of
military service will be considered to have voluntarily terminated their employment.

If employees are reservists in any branch of the Armed Forces or members of the
National Guard, they will be granted time off for military training without loss of pay
during the first twenty (20) working days of such leave during any calendar year. The
City will pay the difference between the Armed Forces or the National Guard pay
received to insure no loss of pay. The employee will provide the Personnel Department
with a copy of his or her military pay voucher. If the employee’s military pay is greater
than the employee’s base pay with the City, the employee may keep the difference. Such
time off will not be considered Vacation Leave. However, employees may elect to have
their reserve duty period be considered as Vacation Leave to the extent they have such
time available.
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2-10 JURY DUTY OR WITNESS SERVICE

Full-time, part-time, or temporary employees called to serve on a jury or to testify as a
voluntary witness at the request of the City (by subpoena or otherwise) will be paid for
the day or days in which the court requires attendance. If employees are subpoenaed to
appear in court as witnesses, but not at the request of the City, they will be excused from
work in order to comply with the subpoena but will not be paid for the time off.
However, employees may request to use any accrued Vacation Leave during Jury Duty or
Witness Service.

Employees must present any summons or subpoena to their Department Head on the first
working day after receiving the notice. If an employee summoned is for jury duty and is
not required to serve on a day he or she is normally scheduled to work or if the employee
is excused before serving three hours of jury duty, he or she is expected to report to work.

Compensation for jury duty or witness service on behalf of the City will be the difference
between the employee's straight time base rate of pay and any compensation received for
jury duty or witness service. Compensation for witness service will be paid only if the
employee is summoned for witness service by the City.

Copies of the vouchers received from the court showing compensation (excluding
mileage) and dates served should be submitted to the Personnel Department.
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2-11 TIME OFF TO VOTE

The City encourages its employees to participate in the election of government leaders.
Therefore, if an employee does not have sufficient time outside regular work hours to
vote, adequate time off will be allowed at the beginning or end of the workday to exercise
this right. If possible, employees should make their requests at least 48 hours in advance
of Election Day. Employees may wish to inquire of their registrar of voters about the
possibility of voting early or by absentee ballot. Every effort should be made to vote
either before or after the employee’s normal workday.
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2-12 EMPLOYEE OF THE QUARTER INCENTIVE PROGRAM

An Employee of the quarter shall be selected four times per year from nominations
submitted by Department Heads to the Human Resource Director.

Employee of the Quarter will be recognized at a City Council meeting and will be
presented a certificate from the Mayor. A plate bearing the honored employee’s name
will also be placed on the Employee of the Quarter plaque displayed at City Hall. The
recognized Employee of the Quarter will receive an additional vacation day to be taken
within one year of recognition.
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2-13 SCHOOL CONFERENCES AND ACTIVITIES LEAVE

Employees will be granted up to a total of sixteen (16) hours of unpaid leave during any
school year to attend school conferences or classroom activities related to the employee’s
child, provided the conference or classroom activities cannot be scheduled during non-
work hours. When the leave cannot be scheduled during non-work hours and the need
for the leave is foreseeable, the employee must provide reasonable prior notice of the
leave and make a reasonable effort to schedule the leave so as not to disrupt unduly the
operations of the City. An employee may use accrued Vacation Leave, but not Sick
Leave, if the employee wishes to be paid for this time off.
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2-14 UNAUTHORIZED ABSENCE OR LEAVE

An unauthorized absence may subject an employee to disciplinary action up to and
including discharge.

An unauthorized absence for three (3) consecutive workdays shall be considered a
voluntary resignation of employment. However, the Department Head may subsequently
recommend granting an approved leave of absence and reinstatement of employment due
to circumstances surrounding the unauthorized leave. The City Manager may grant such
leave or request.
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2-15 LEAVES WITHOUT PAY

There may be the rare occasion when an employee is faced with an emergency or special
circumstance and needs to take an unpaid leave of absence. The employee’s Department
Head in conjunction with the Personnel Director and City Manager may grant a leave of
absence without pay. Each request for a leave of absence will be evaluated on an
individual basis, taking into consideration length of service, work record, staffing needs,
and reason for and length of the leave. In order to qualify for a personal leave of absence,
the employee must be classified as a full-time employee and must have completed at least
six (6) months of full-time service at the time of the request.

Employees may apply for a leave by submitting a Personal Leave of Absence Form to
their Department Head at least two weeks prior to the start date of the leave requested
describing the nature of the leave, the dates the employee expects to be away from work,
and the date the employee intends to return. If the leave is emergency in nature, this two-
week period may be waived.

Generally, a leave of absence shall not exceed two calendar weeks. A longer leave of
absence may be granted only under extreme circumstances. Failure to report back to
work on the first day after expiration of the leave of absence will be considered a
voluntary termination of employment.

Employees who are granted personal leaves of absence are expected to exhaust any paid
time off they have accrued before their leave status changes from paid to unpaid. Unless
required by applicable law, employees will not accrue additional paid time off while on
an unpaid leave of absence that exceeds 30 days.

If an employee is granted and takes a personal leave of absence, his or her other benefits
may be affected. Employees who return to work at the end of a personal leave of absence
will normally be restored to their former position if an opening exists. If there is no such
opening, they will be considered for a comparable position if one is available when they
return.
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2-16

FAMILY AND MEDICAL LEAVE POLICY

2-16.1

The Family and Medical Leave Act became effective in 1993 for most employers and
entitled eligible employees to take up to 12 weeks of unpaid, job-protected leave in a 12-
month period for specified family and medical reasons. Amendments in 2008 expanded
the FMLA to allow eligible employees to take up to 12 weeks of unpaid, job-protected
leave in the applicable 12-month period for any “qualifying exigency” arising out of the
fact that a covered military member is on active duty, or has been notified of an
impending call or order to active duty, in support of a contingency operation. The
amendments also allow eligible employees to take up to 26 weeks of unpaid, job-
protected leave in a “single 12-month period” to care for a covered service member with
a serious injury or illness.

The City coordinates Sick Leave benefits with its FMLA policy. When leave qualifies as
FMLA leave, the Employee must use any accumulated paid leave during the FMLA leave
and may select such paid leave from any combination of Sick Leave, Vacation Leave, or
Shared Leave.

Eligibility for Family or Medical Leave

2-16.2

To be eligible for FMLA benefits at The City, an employee must have worked at the City
for a total of 12 months; and have worked at least 1,250 hours over the previous 12
months.

While the 12 months of employment need not be consecutive, employment periods prior
to a break in service of seven years or more need not be counted unless the break is
caused by the employee’s fulfillment of his or her National Guard or Reserve military
obligation (as protected under the Uniformed Services Employment and Reemployment
Rights Act (USERRA)); or a written agreement exists reflecting the City’s intention to
rehire the employee after the break in service.

Types of Leave

The City will grant an eligible employee up to a total of 12 work weeks of unpaid leave
during a 12-month period, measured from anniversary date to anniversary date, for the
following reasons:

1. Birth or adoption of a child or placement of a child with the employee for foster
care;

2. To care for an employee’s spouse, child, or parent who has a serious health
condition;

3. For a serious health condition that renders the employee unable to perform the
functions of his or her position;

4. For qualifying exigencies arising out of the fact that the employee’s spouse, son,

daughter, or parent is on active duty or called to active duty status as a member of
the National Guard or Reserves in support of a contingency operation.
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The City will also grant Military Caregiver Leave which entitles an eligible employee
who is a spouse, son, daughter, parent, or next of kin of a current member of the Armed
Forces, including a member of the National Guard or Reserves, to take up to 26 weeks of
unpaid leave in a single 12-month period to care for a covered service member with a
serious injury or illness.

2-16.3 Leave for Birth, Adoption, or Foster Care

This leave may be taken only during the first 12 months following the birth, adoption or
placement of the child.

2-16.4 Leave for Serious Health Condition of Employee or Employee’s Spouse, Child, or Parent

“Serious health condition” means an illness, injury, impairment, or physical or mental
condition that involves either:

1.

Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential
medical-care facility, including any period of incapacity (i.e., inability to work,
attend school, or perform other regular daily activities) or subsequent treatment in
connection with such inpatient care; or

Continuing treatment by a health care provider, which includes a period of

incapacity lasting more than three consecutive, full calendar days, and any

subsequent treatment or period of incapacity relating to the same condition, that
also includes:

a. Treatment two or more times by or under the supervision of a health care
provider (i.e., in-person visits, the first within 7 days and both within 30
days of the first day of incapacity); or

b. One treatment by a health care provider (i.e., an in-person visit within 7
days of the first day of incapacity) with a continuing regimen of treatment
(e.g., prescription medication, physical therapy); or

Any period of incapacity related to pregnancy or for prenatal care. A visit to the

health care provider is not necessary for each absence; or

Any period of incapacity or treatment for a chronic serious health condition which

continues over an extended period of time, requires periodic visits (at least twice a

year) to a health care provider, and may involve occasional episodes of

incapacity. A visit to a health care provider is not necessary for each absence; or

A period of incapacity that is permanent or long-term due to a condition for which

treatment may not be effective. Only supervision by a health care provider is

required, rather than active treatment; or

Any absences to receive multiple treatments for restorative surgery or for a

condition that would likely result in a period of incapacity of more than three days

if not treated.
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2-16.5 Leave for Qualifying Exigency

Qualifying exigencies may include:

1.

8.

Issues arising from a covered military member’s short notice deployment (i.e.,
deployment on seven or less days of notice) for a period of seven days from the
date of notification;

Military events and related activities, such as official ceremonies, programs, or
events sponsored by the military or family support or assistance programs and
informational briefings sponsored or promoted by the military, military service
organizations, or the American Red Cross that are related to the active duty or call
to active duty status of a covered military member;

Certain childcare and related activities arising from the active duty or call to
active duty status of a covered military member, such as arranging for alternative
childcare, providing childcare on a non-routine, urgent, immediate need basis,
enrolling or transferring a child in a new school or day care facility, and attending
certain meetings at a school or a day care facility if they are necessary due to
circumstances arising from the active duty or call to active duty of the covered
military member;

Making or updating financial and legal arrangements to address a covered
military member’s absence;

Attending counseling provided by someone other than a health care provider for
oneself, the covered military member, or the child of the covered military
member, the need for which arises from the active duty or call to active duty
status of the covered military member;

Taking up to five days of leave to spend time with a covered military member
who is on short-term temporary, rest and recuperation leave during deployment;
Attending to certain post-deployment activities, including attending arrival
ceremonies, reintegration briefings and events, and other official ceremonies or
programs sponsored by the military for a period of 90 days following the
termination of the covered military member’s active duty status, and addressing
issues arising from the death of a covered military member; and

Any other event that the employee and employee agree is a qualifying exigency.

2-16.6 Military Careqgiver Leave

A covered servicemember is a current member of the Armed Forces, including a member
of the National Guard or Reserves, who is undergoing medical treatment, recuperation, or
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability
retired list, for a serious injury or illness. A serious injury or illness is one that was
incurred by a servicemember in the line of duty on active duty that may render the
servicemember medically unfit to perform the duties of his or her office, grade, rank, or

rating.

The “single 12-month period” for leave to care for a covered servicemember with a
serious injury or illness begins on the first day the employee takes leave for this reason
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2-16.7

and ends 12 months later, regardless of the 12 month period established by the employer
for other types of FMLA leave. An eligible employee is limited to a combined total of 26
workweeks of leave for any FMLA-qualifying reason during the “single 12-month
period.” (Only 12 of the 26 weeks total may be for a FMLA-qualifying reason other than
to care for a covered servicemember.)

Intermittent Leave

2-16.8

When medically necessary, an employee may take FMLA leave intermittently or on a
reduced schedule basis for their own serious health condition, the serious health condition
of a family member, qualifying exigency leave, or military caregiver leave. Except for
qualifying exigency leave, employees must cooperate with The City to arrange reduced
work schedules or intermittent leave so as to minimize disruption of business operations.

When intermittent leave is required, The City may, in its sole discretion, temporarily
transfer the employee to another job with equivalent pay and benefits if that job will
better accommodate such leave. Intermittent leave may be taken in blocks of one hour
periods, unless it is physically impossible for an employee using intermittent leave to
commence or end work mid-way through a shift. In this case, the entire period is
designated as FMLA leave.

Qualifying exigency leave may be taken intermittently without regard to medical
necessity or disruption of business operations.

Leave because of the birth or adoption of a child may not be taken intermittently.

Medical and Other Certifications

Employees will be required to provide a medical certification if the leave request is for:

1. The employee’s own health condition;
2. A family member’s serious health condition, or
3. Military caregiver leave.

Failure to provide the requested certification in a timely manner may result in denial of
the leave until it is provided. If an employee refuses to provide a certification, his or her
leave request may be denied and the employee may be disciplined. Certification forms
are available from the Personnel Department, and a copy is attached to this policy.

If the City determines that a medical certification is incomplete or insufficient, it will
specify in writing what information is lacking, and give the employee seven calendar
days to cure the deficiency.

The City, at its expense, may require a medical examination by a health care provider of
its own choosing if it has a reasonable question regarding the medical certification
provided by the employee. In lieu of a second opinion, certain City officials (Personnel
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2-16.9

Director, Personnel Department employee, or a management official, but not the
employee’s direct supervisor) may contact the health care provider directly to clarify or
authenticate a medical certification, including certifications for military caregiver leave.
City officials will not ask health care providers for additional information beyond that
required by the certification form. Second opinions may not be required for military
caregiver leave or for a qualifying exigency leave.

If the first and second opinions differ, the City may, at its own expense, require a third
opinion from a health care provider jointly approved by the City and the employee, and
this third opinion shall be binding.

The City may request a new medical certification each leave year for medical conditions
that last longer than one year. The City may request recertification of an ongoing
condition every six months in conjunction with an absence.

Where leave for a qualifying exigency is requested, the City may require a copy of the
covered military member’s active duty orders and certification providing the appropriate
facts related to the particular qualifying exigency for which leave is sought, including
contact information if the leave involves meeting with a third party. City officials may
contact the appropriate military branch to determine if the servicemember is serving in
support of a contingency operation. The City may contact the individual or entity named
in a certification of leave for purposes of verifying the existence and nature of the
meeting. Second and third opinions and recertification are not permitted for a qualifying
exigency leave; however, the City may require certification if a new qualifying exigency
necessitates leave.

Where military caregiver leave is requested, the City may require a certification
completed by an authorized health care provider or by a copy of an Invitational Travel
Order (ITO) or Invitational Travel Authorization (ITA) issued to any member of the
covered service member’s family. The City may use the Personnel Director, Personnel
Department employee, or a management official—but not the employee’s direct
supervisor—to authenticate or clarify a medical certification of a serious injury or illness,
oran ITO or ITA. Second and third opinions and recertification are not permitted for a
covered service member’s serious injury or illness.

Fitness for Duty Certifications

Because the City wishes to ensure the well-being of all employees, any employee
returning from FMLA leave for his or her own serious health condition will need to
provide a Fitness for Duty (FFD) certification signed by his or her health care provider.
An employee who fails to provide an FFD certification will be prohibited from returning
to work until it is provided. An employee who fails to provide an FFD certification may
be disciplined or terminated.
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FFD certifications may be required when an employee returns from intermittent FMLA
leave if serious concerns exist regarding the employee’s ability to resume his or her
duties safely.

2-16.10 Benefits During Leave

During FMLA Leave, the City will maintain the employee’s health coverage under the
City’s group plan on the same terms as if the employee had continued to work. The
employee is required to pay his or her portion of any health care premium by providing a
check to the Personnel Department on or before the 1% day of every month. If an
employee fails to pay his or her portion of the insurance premium, the benefits will be
lost. Employee on FMLA will not accrue any Employer benefits.

2-16.11 Use of Paid Leave Days During FMLA Leave

Employees must use any accumulated Sick Leave, Vacation Leave, compensatory time,
or Shared Leave to the extent available during FMLA leave unless such leave is covered
under workers’ compensation, in which case the employee may use accumulated leave
time only for the purpose of satisfying any waiting period. Absences in excess of these
accumulated days will be treated as FMLA leave without pay.

Employees will not accrue paid leaves during FMLA.

2-16.12 Requests for Leave

Employees must provide 30 days advance notice of the need to take FMLA Leave when
the need is foreseeable. When 30 days notice is not possible, the employee must provide
notice as soon as possible, generally, either the same day or the next business day. The
employee must comply with the City’s normal call-in procedures regarding absences
from work.

2-16.13 Return from Leave

Upon return from FMLA Leave, an employee will be restored to his or her original job or
to an equivalent job with equivalent pay, benefits and other terms and conditions of
employment. An employee’s use of FMLA Leave will not result in the loss of any
employment benefit that the employee earned or was entitled to before using FMLA
Leave.

An employee who fails to return at the end of FMLA leave without further explanation or

notice will in most cases be considered to have voluntarily resigned his or her position
with The City.
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2-16.14 Married Couples Who Work for The City

If an employee and his or her spouse both work for The City, they are both eligible for
leave. The employee and employee spouse may be limited to a combined total of 12
weeks of FMLA leave in a 12-month period if the leave is taken for:

1.
2.

3.
4.

The birth, adoption, or foster placement of a child;

To care for and bond with such child who does not suffer from a serious health
condition;

To care for a parent with a serious health condition; or

A combination of the above.

For military caregiver leave, the employee and employee spouse may be limited to a
combined total of 26 weeks of leave in a 12-month period, including the types of leave
listed above in this section.
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2-17 WORKERS' COMPENSATION

City employees are covered by the Oklahoma Workers’ Compensation Act. Certain
injuries occurring in the course of employment are paid for by workers' compensation
insurance. Compensable injuries are defined in the Oklahoma Workers’ Compensation
Act and are generally those injuries or occupational illnesses or diseases occurring in the
course of and arising out of employment. There are well-defined provisions that must be
met to ensure that employees qualify for workers' compensation benefits.

Any employee experiencing a work-related injury or illness must immediately report the
incident to the employee's supervisor, generally no later than 24 hours after the injury.
Except in the case of an emergency where immediate medical treatment is required,
medical treatment must be pre-approved by the City or workers’ compensation insurer.

Upon receiving notice from the employee of a non-emergency work-related injury or
illness the supervisor shall immediately transport the employee to the office of the City
Clerk to report the incident. In an emergency situation, the supervisor shall report
the incident to the City Clerk as soon as possible after the incident.

The employee, supervisor and any witnesses to the incident are required to complete
the documentation required by workers’ compensation no more than 24 hours after
the injury or illness. The City Clerk is responsible for complying with the procedure of
submitting the required documentation to the workers’ compensation insurer.

If a work-related injury or illness occurs during non-business hours of the City Clerk’s
office, the employee and supervisor shall document the incident and report to the City
Clerk the next business day following the incident.

If an employee has a work-related injury due to an accident involving a City or GMSA
owned or leased vehicle, equipment or machinery, he/she shall complete an Accident
Investigation Report and submit it to the City Clerk within twenty-four (24) hours of the
occurrence. EXCEPTIONS: In the case of an emergency where the employee requires
immediate medical treatment, the employee shall complete and submit the report to the
City Clerk upon release from a physician to return to work.

A copy of the Accident Investigation Report will become a part of the Workers’
Compensation documentation.

All employees experiencing a work-related injury or illness shall comply with the City of
Grove Substance Abuse Policy including but not limited to undergoing post-accident
drug and alcohol testing. Upon completion of reporting the incident to the City Clerk and
completing the documents required by workers compensation, the supervisor shall
transport the employee to the medical facility for drug testing, and to the Grove Police
Department for alcohol testing An employee is prohibited from receiving workers’
compensation if they refuse to take a drug or alcohol test required by the employer.
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Any claim for an injury or illness caused by an employee's willful misconduct or by
alcohol or drug usage, or that occurs during certain other situations will not be
compensable. The insurer may investigate late reported claims and questionable
treatment. Where facts cannot be verified, the claim will be denied.

Workers' compensation fraud is a felony, punishable by fines and/or jail time. The City
will prosecute any individual found to be claiming a work-related illness or injury
fraudulently.

There are two types of workers' compensation benefits paid to an employee with a
work-related injury or illness. These are medical and wage replacement benefits.

2-17.1 Medical benefits may include the following:

1. Physician's or certain other health care provider fees;

2. Hospital fees;

3. Pharmacy costs; and

4. Special costs, including but not limited to braces, crutches, physical therapy, and

rehabilitation therapy.

Wage replacement benefits are paid during the time employees are temporarily disabled
because of a work-related injury or illness. The percentage of their salary and the
maximum compensation benefit rate employees will receive is determined by the state
workers’ compensation law.

The City of Grove shall comply with the workers' compensation laws which require a
waiting period before injured employees become eligible for wage replacement benefits.
Employees will be covered for the period of disability to the limit allowed under the state
workers' compensation law. The workers' compensation insurer will reimburse the
Employer.

An employee who suffers a compensable injury is excused from work without the loss of
pay, Vacation Leave or Sick Leave in order to obtain medical attention on the day the
injury occurs and on any subsequent day on which treatment related to that injury is
sought during work hours. All such absences are limited to the time required to obtain
the necessary medical attention. If the attending Physician recommends that the
employee be excused from work for the balance of the day on which the injury occurred
or the balance of the day medical attention is first required, the employee will be
excused from work without the loss of pay, Vacation Leave, or Sick Leave. The
employee is required to furnish satisfactory proof of medical treatment to obtain the
excused absence.

If an approved Physician or health care provider determines that an employee who has
suffered a compensable injury should not return to work and is in need of a leave of
absence, the City will grant the employee workers’ compensation leave, i.e. a leave of
absence without pay. The employee may use accumulated leave to cover the waiting
period referenced above. Once wage replacement benefits begin, the employee may draw

Page 53



from his or her accumulated leave for the fraction of the employee’s pay not covered by
the wage replacement benefit but in no instance shall the total amount of monies received
by the employee exceed the employee’s rate of pay on the day of the injury.

An employee who has suffered a compensable injury and is on a workers’ compensation
leave will accumulate Vacation Leave and Sick Leave for a period not to exceed six (6)
months. The Vacation Leave and Sick Leave accumulated during this period will be
credited to the account of the employee only upon return to active employment status.
Under no circumstances shall the employee receive credit for the accumulated leave if
the employee has reached the maximum amount of accrued leave allowed.

An employee who has suffered a compensable injury and is on workers’ compensation
leave shall continue to be covered under the City’s group health and life insurance
benefits so long as the employee pays his or her portion of any cost of such coverage.

Employees who decline temporary modified duty in order to return to work from a leave
of absence due to a workers' compensation injury will be considered to have resigned and
will be terminated. If employees are eligible for family and medical leave because of the
employees’ personal health condition, they will have their workers' compensation
benefits terminated if they refuse temporary modified duty for which the employee is
qualified.

Any employee who fails to return to work after being released by an approved Physician
will be considered to have resigned.

At the written request of the supervisor, the City Manager may order a physician
designated by the City at the expense of the City, to examine the employee and determine
if the employee is capable of returning to and performing the full-time duties of his job.
As a result of the physician’s findings, the supervisor and the City Manager shall
consider an appropriate course of progressive action as outlined below:

1. Assignment to part-time status until such time as a doctor releases the employee for
full-time duty status, but not to exceed 90 calendar days.

2. Transfer or reclassification to a job class where the employee demonstrates the
physical or mental capability of performing the duties of the class, if position
available.

3. Grant a leave of absence without pay in accordance with provisions found elsewhere
in these policies, and in accordance with the Family & Medical Leave Act, but for not
more than 90 calendar days.

4. To assist the employee in applying for early retirement, if applicable, in accordance
with provisions of the applicable retirement system.

5. Take steps to separate the employee from the City’s employment when it is
determined that the employee is unable to perform the duties required of any
available position.

Actions (1.) and (2.) shall be granted for thirty (30) days, and any extension after 30 days

shall be approved by the City Manager. Actions (4.) and (5.) will be considered when all

accrued sick leave has been exhausted. (Section 2-17 amended per Council action 06/17/2014)
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2-18

INSURANCE

2-19

Once employees have met the appropriate eligibility requirements, they are eligible to
participate in the City’s group health, dental and life insurance plans. The City is
currently operating under a cafeteria plan (see Section 125 of the Internal Revenue Code),
which allows for payroll deductions for various types of coverage. Currently included in
the plan are dependent health and dental insurance, plus additional life, vision, long and
short-term disability at employee’s expense.

More detailed information about each plan can be found in the plan documents
maintained in the Personnel Department and the summary plan descriptions (SPDs).
SPDs are the official documents regarding employee benefit plans and supersede all
references to employee benefits in this manual.

Eligibility — Full-time employees with the City may be eligible for health, life and dental
benefits upon the first (1*) day of the month following a thirty (30) day waiting period.

Termination - Terminated and laid-off regular full-time employees may continue

available coverage through COBRA for a period of time, through payment by them of the
monthly premium.

UNIFORM ALLOWANCE

Each uniformed Police Officer, Dispatcher and Animal Control Officer is provided a
Uniform Allowance in an amount determined by the City Council and included in the
annual budget for purchasing, cleaning and upkeep of uniforms.

Other employees may be provided uniforms and/or cleaning allowances. The nature of
the employee’s job and the public’s perception of the position will determine the need for
uniforms and/or a cleaning allowance. This determination shall be made solely at the
City Manager’s discretion.

Departments with field crews (Buildings & Grounds, Street Department, Vehicle
Maintenance and GMSA\) shall be furnished uniforms. Such uniforms are not owned by
the employees and shall be cleaned and maintained by a company designated by the City.

An employee that is furnished a uniform is expected to wear the uniform while on duty.
These uniforms clearly indicate that the employee represents the City of Grove and the
employee’s appearance is a direct reflection on the City. Uniforms supplied by the City
shall not be worn while off duty.

Upon termination of employment with the City of Grove, employees shall return to his or

her Department Head all City issued uniforms, along with all tools, equipment,
identification cards, insurance cards and any other City property in their possession.
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2-20 RETIREMENT PLAN

Once full-time employees have met the appropriate eligibility requirements, they are
required to participate in the City’s retirement plan unless prohibited by age at the time of
employment. City employees with the exception of Police and Fire personnel are
covered by the Oklahoma Public Employees Retirement System (OPERS). Police
Officers are covered by the Oklahoma Police Pension and Retirement System. Fire
Department employees are covered by the Oklahoma State Firefighters Pension and
Retirement System.

More detailed information about each plan can be found in the plan documents
maintained in the Personnel Department and the summary plan descriptions (SPDs).
SPDs are the official documents regarding employee benefit plans and supersede all
references to employee benefits in this manual.

Employees who plan to retire are urged to provide the Department Head and Personnel
Director with a minimum of two (2) months’ notice. This will allow time for completing
the retirement procedures and ensure that retirement benefits may commence in a timely
manner.

The retirement plan requires contributions by both the employee and the City. An
employee will begin to participate in the retirement program after successfully
completing thirty (30) days of employment unless employment begins on the first day of
the month.

Any employee who is a member of the Oklahoma Public Employees Retirement System
(OPERYS) shall forfeit whatever retirement benefits are due to them upon final conviction
of or pleading guilty or nolo contendere to a felony for bribery, corruption, forgery, or
perjury or any other crime related to their employment. If an employee receives a
deferred sentence they are not required to forfeit their retirement benefits, but retirement
benefits will not commence prior to the completion of the deferred sentence. The
forfeiture does not include the employee’s contribution to the retirement system or
retirement benefits that are vested prior to August 26, 2011.

The employee will also lose their benefits, even after leaving their position with the City
of Grove, if they are convicted of, or pleads guilty or nolo contendere to, in a state or
federal count or competent jurisdiction, a felony committed during employment with the
City of Grove, where the felony is for bribery, corruption, forgery or perjury or any other
crime related to the duties of his or her employment.

The forfeiture will continue until the conviction or guilty plea is reversed by the highest

appellate court to which the employee may appeal. (Amended per Council action
9/6/2011)
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2-21 TUITION REIMBURSEMENT

The City of Grove recognizes the benefits of improved employee performance through
continuing education and training. To assist the employee in achieving this improved
performance, the City offers tuition reimbursement under the following circumstances.

Tuition reimbursement or paid training is available to full-time employees who have
completed their probationary period of employment. An employee who is under
probation is not eligible for tuition reimbursement or paid training.

Employees must meet with their supervisor to assure that the classes or training will
contribute to the continued development of the individual based on his or her current or
projected position. Supervisors must also ensure that attendance of the classes or training
will not result in undue disruption of the City’s schedule or workload. Approval will also
be subject to budget limitations and restrictions.

All requests for tuition reimbursement or paid training must be submitted to the City
Manager for approval thirty (30) days prior to enrollment. Reimbursement may be in
terms of release time, registration, tuition, books and supplies, or a combination of the
same for up to six (6) hours credit per semester. If reimbursement is sought for college
level classes, the college must be an accredited institution of higher learning. The
employee must receive a grade of C or better.

Reimbursement will be made upon presentation of documentation showing completion of
training or classes and acceptable grades, tuition receipts, and textbook receipts. Paid
training or tuition reimbursement may not exceed $1000 (or $500 per semester) per
employee per calendar year. If an employee’s employment is terminated prior to
completion of training or classes, no expenses will be reimbursed.
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2-22 LICENSE INCENTIVE

The City of Grove recognizes the benefits of improved employee performance through
continuing training. To encourage employees to obtain additional training and licensing, the
City offers an incentive to employees who receive and retain the following licenses.

Class A Water or Wastewater Operator License $25.00 per month per license
Class A Water or Wastewater Lab License $25.00 per month per license
Class B Water or Wastewater Operator License $12.50 per month per license
Class B Water or Wastewater Lab License $12.50 per month per license

Employees will receive a license incentive based on the current license(s) they hold. The
maximum dollar amount of a License Incentive that an employee may receive shall not exceed
$100.00 per month.

When an employee upgrades from a Class B to a Class A license, the employee will receive only

the incentive for the Class A license and at no time shall the employee be paid an incentive for
the same license in Class A and Class B.

2-23 TRAINING/LICENSE COSTS

All costs pertaining to employee training and obtaining licenses/certifications will be paid by
Grove Municipal Services Authority (GMSA) or the City of Grove depending on the department
of the employee.

An employee who leaves employment less than one-year after obtaining licenses/certifications
through the City of Grove and/or GMSA shall re-pay the entire costs associated with obtaining
the licenses/certifications including travel and lodging expenses.

An employee who leaves employment after one-year and prior to five-years after obtaining
licenses/certifications through the City of Grove and/or GMSA shall re-pay one-half the entire
costs associated with obtaining the licenses/certifications including travel and lodging expenses.
(Section 2-23 added per Council action on 04/07/2015).

EXCEPTIONS: A vested employee eligible for retirement through Oklahoma Public Employees
Retirement System (OPERS) who chooses to retire within one-year of renewing annual
licenses/certificates that are required for their job performance shall not be responsible for
repayment of costs associated with those annual license/certification renewals. (Exceptions
added per Council action on 05/05/2015).
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2-24  COMPENSATION FOR CLEET CERTIFICATION
Police Department employees (excluding Bargaining Units) shall be compensated for
Intermediate or Advanced CLEET certification at the following rate:
Intermediate CLEET Certification $ 600.00 annually, paid at $ 50 per month
Advanced CLEET Certification $1,200.00 annually, paid at $100 per month

To be eligible to receive compensation for CLEET certification, employees shall provide
employer with documentation of the level of certification held. The compensation for CLEET
certification shall go into effect the month following notice of certification.

Compensation for CLEET certification for Bargaining Unit employees is included as part of the
Agreement between the City of Grove and the Fraternal Order of Police Grand Lake Lodge No.
171.

(Added per Council action on 01/05/2016)

Page 59



SECTION 3 - RECORDS, REPORTS & PAYROLL

EMPLOYEE RECORDS

Each employee shall have an individual file jacket in the Personnel Department.

A record of the following facts regarding each employee shall be kept in a file designated
for such purpose in the Personnel Department:

1. Name and current physical and mailing address of the employee.

2. Date and character of each appointment and every subsequent change in status
and all changes in compensation.

3. Applications, examinations, reports from Department Heads, and such other
letters and papers as may be of a confidential nature.

4. A copy of all forms required and provided in these Policies.

The City will keep the following personnel records confidential:

1. Records which relate to internal personnel investigations, including examination
and selection material for employment, hiring, appointment, promotion,
demotion, discipline, or resignation; or

2. Records where disclosure would constitute a clearly unwarranted invasion of
personal privacy, including:

employee evaluations;

medical information;

payroll deductions;

employment applications submitted by persons not hired; and

the home address, telephone numbers and social security numbers of

current and former City employees

®o0 oW

All other personnel records shall be available for public inspection and copying
including, but not limited to, records of:

An employment application of a person who becomes a public official,

The gross receipts of public funds;

The dates of employment, title or position; and

Any final disciplinary action resulting in loss of pay, suspension, demotion of
position, or termination.

Eall el

Except as may otherwise be made confidential by statute, employees shall have a right of
access to their own personnel files. Employees who wish to examine and/or copy the
non-confidential portion of their file may submit a written request to the Personnel
Director. Employees may submit for inclusion in their file a written response to any
material contained in the file.

3-1.1 Other Personnel Files
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Separate files will be maintained in the Treasurer’s Office for staff time reports; Vacation
Leave, Sick Leave and other leave records; insurance information; Workers’
Compensation records; employment contracts; and employee travel reports.

A separate file containing confidential medical and similar information will be
maintained in the Personnel Department with limited access as allowed by law.
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3-2

PAYROLL PROCEDURES

The City of Grove currently issues paychecks bi-monthly. The Treasurer distributes the
payroll checks to the Department Heads. If a payday falls on a Holiday, checks will be
issued on the preceding day. If a payday falls on the weekend, the City will endeavor to
issue checks on the preceding Friday.

The City offers an option for electronic direct deposit for employees. Forms are available
in the Personnel Department.
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3-3

PAY INCREASES

Pay increases must be requested in a timely manner allowing time for approval and
processing for the next following pay period. Pay increases will be approved for the next
following pay period only.  There will be no pay increases approved which are
retroactive, unless approved by the City Manager. All requests for a pay increase must be
accompanied by an Employee Evaluation form with a satisfactory or higher rating, and a
written recommendation from the employee’s supervisor.
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3-4

WORK HOURS, OVERTIME AND COMPENSATORY TIME

Department Heads are responsible for scheduling the work in their Departments in order
to minimize overtime. Overtime must be authorized by Department Heads or their
designee in advance of working such overtime.

Opportunity to work overtime shall be distributed as equally as practicable among
employees in each department.

Unless specifically noted within these Policies, overtime compensation shall be provided
to non-exempt employees through the accrual of compensatory time rather than overtime

pay.

Non-exempt employees will accumulate compensatory time only when the actual number
of hours worked during a workweek exceeds 40 hours. For the purpose of computing
compensatory time, in Departments other than the Police Department, a day shall
commence at 12:01 a.m. and a workweek shall commence at 12:01 a.m. Monday.
Compensatory time will be computed at 1% hours for every hour worked during a
workweek over the regular 40 hours.

For the purpose of calculating overtime or compensatory time, paid Vacation Leave,
Holiday Pay, and compensatory time shall be considered as time (hours) worked within
the workweek. (Amended per Council action 07/07/2015)

Paid Sick Leave time shall NOT be considered as time (hours) worked within the
workweek for the purpose of calculating overtime or compensatory time. The only
exception will be any external bargaining contracts, which will supersede this policy.
(Amended per council action 07/07/2015)

Overtime shall be calculated to the nearest fifteen minutes.

Non-exempt employees shall not be allowed to accumulate more than eighty (80) hours
of compensatory time. Any hours in excess of the eighty (80) hours maximum accrual
must be paid out. (Amended per Council action 10/19/2010)

Upon an employee changing eligibility status from Non-exempt to Exempt, the employee
will be paid for allowed compensatory time accumulated. Accumulated compensatory
time will be paid at the employee’s current non-exempt hourly rate. (Added per Council
action 08/21/2012).

Police Officers subject to the collective bargaining agreement may accumulate
compensatory time not to exceed the amount established in the agreement.

Employees shall be permitted to use accumulated compensatory time within a
“reasonable period of time” after making the request, provided the use of the
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compensatory time does not unduly disrupt the operations of their department or impose
an unreasonable burden on their department’s ability to provide services. The employer
can advise an employee that he will take accumulated compensatory time on a certain
date, to insure that the accumulated compensatory time will not exceed applicable limits.
All additional compensatory time over the applicable limits will be paid at the rate of 1%
times the hourly rate for each hour worked. Employees will be paid for all compensatory
time accumulated upon termination of employment or retirement.

There shall be no pyramiding, compounding, or other addition to any premium pay.

All compensatory time off and overtime compensation shall be in compliance with the
Fair Labor Standards Act (FLSA).
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3-5

PERSONAL DEBTS AND GARNISHMENTS

City of Grove employees are expected to pay bills promptly and maintain a good credit
standing. It is costly to the City when creditors are forced to collect delinquent bills

through garnishments.
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SECTION 4- CONDUCT & DISCIPLINE

Any City employee may be terminated, demoted, suspended or laid off “For the Good of the
Service”. Nothing contained in these Policies shall be construed as granting a property interest
in employment with the City of Grove.
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4-1

DEALING WITH THE PUBLIC

4-2

All employee positions were created for and maintained to provide necessary services to
the citizens of Grove in a courteous, impartial and efficient manner.

City government is evaluated either positively or negatively by the conduct of the
employees. As such, City employees are under constant evaluation by the public. Even
when employees are not present, they are evaluated by the condition and appearance of
the streets, parks, facilities and services provided by the City.

It is important for all employees to present themselves in socially acceptable manner
(clean, neat, and decent) and to do their jobs in an efficient manner as prescribed by
Department policies and procedures.

When dealing with the public, be polite, courteous, and fair. Employees are expected to
assist the public as best they can without violating department rules. Should a problem
arise that the employee cannot handle, the immediate supervisor should be notified as
soon as practical.

CONTACT WITH THE NEWS MEDIA

4-3

It has always been the City’s policy to cooperate as fully as possible with news media
inquiries and to communicate truthfully with the media on City matters appropriate for
public knowledge. To ensure accuracy and consistency regarding the City or its actions,
the City Manager or his/her designee will serve as the only authorized media
spokesperson for the City. All media inquiries should be referred to the City Manager.

USES OF SOCIAL MEDIA

4-3.1

The City of Grove understands that social networking has become a common form of
communication in the workplace and among citizens. Social networks are online
communities of people or organizations that share interest and/or activities and use a
wide variety of Internet technology to make the interaction a rich and robust experience.

Social media is quickly becoming a critical mode of communication. One in five

Oklahomans use some form of social media on a daily basis, making it one of the most
effective, direct communications tools for nonprofit and governmental organizations.

Purpose

As the City of Grove seeks to actively inform, serve and engage citizens, social media
provides an opportunity to reach a large audience directly, and allows for greater personal
interaction between the City of Grove and residents.
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Social media platforms offer many advantages to city governments. Social media opens
up government, encourages citizen participation, strengthens our democracy, and
supports a civic culture. When properly used, it can be an effective tool for the City of
Grove to:

1. Increase transparency of local government by openly, directly and publicly

communicating with citizens;

2. Develop new and/or improved relationships with citizens and community
partners;

3. Seek input and listen to residents and customers on key issues or services
provided, enabling the City of Grove to improve services, programs and practices;

4. Expand communication tools with added content distribution methods.

4-3.2 Definitions

Author - Person who creates and is responsible for posted articles and information on
social media sites.

Authorized User - A person authorized by the City Manager to create, access and
update the social media sites for the City of Grove information resource.

Blog - A site with regular entries of commentary, descriptions of events, or other
material such as graphics or video. Blogs are typically topic-specific, where content
is provided by one or several authors and made available for comment.

Commenter - A person who submits a comment for posting in response to the content
of a particular article or social media content.

Comment - A response to an article or social media content submitted by a
commenter.

Employee - Individuals retained and authorized on a temporary, part-time, or full-
time basis by the City of Grove to perform a service for compensation.

Post - Original content placed on a Social Media site.

Social Media - An umbrella term referring to internet-based communications tools
which focus on interactivity, user participation, and person-to-person information
sharing within online social networks. Social media is quickly rising as an important
means of outreach and two-way communications.

Some typical examples of social media include:

1. Social networking sites (Facebook, Twitter, YouTube, MySpace)

2. Wikis (Wikipedia)
3. Blogs

4, Podcasts
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5. Message boards

Social Networking - The way users build online networks of contacts and interact
with the personal or business friends in a secure environment.

WWW - World Wide Web means the complete set of documents residing on all
Internet servers that use the HTTP protocol accessible to users via a simple point-and
click system.

4-3.3 Statement of Policy

All City of Grove social networking sites shall adhere to applicable state, federal and
local laws, regulations and policies.
The City of Grove’s website, www.cityofgrove.com, will remain the primary and
predominant Internet presence.
1. The best, most appropriate City of Grove uses of social media tools fall into two
categories:

a. As channels for disseminating time-sensitive information as quickly as
possible (examples: road closures, safety tips, updates on ordinances,
building codes, events and activities)

b. As a marketing and promotional channel which increases the City’s ability
to broadcast its messages to the widest possible audience.

2. Whenever possible, content posted to the City of Grove’s social media sites will
also be available on the City’s main website. A link directing users back to the
City’s official website for in-depth information and forms shall be available on
the social media sites.

3. Information posted shall be relevant and timely and shall not be designed to raise
partisan questions, issues or promote a political agenda or campaign.

4. The City of Grove reserves the right to restrict or remove any content that is
deemed in violation of this social media policy or any applicable law.

5. All City of Grove social media sites shall comply with the City of Grove’s
Internet Usage Policy.

6. All social networking “profiles” managed by the City of Grove shall clearly
indicate that they are maintained by the City of Grove and shall have the City of
Grove contact information easily accessible.

7. All content, comments and replies posted on the City of Grove’s social media
sites are subject to the Oklahoma Open Records Act.

8. If a copyright is indicated on a video, photo, graphic or other material, permission
to use these materials must be obtained from the original source prior to use.
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4-3.4 Prohibited Uses

Site articles and comments containing any of the following forms of content shall be
prohibited from posting:

1.

O No G

Comments not topically related to the particular site or blog article being
commented upon;

Comment is in support of or in opposition to political campaigns or ballot
measures;

Profane language or content;

Content that promotes, fosters, or perpetuates discrimination on the basis of race,
creed, color, age, religion, gender, marital status, status with regard to public
assistance, national origin, physical or mental disability or sexual orientation;
Sexual content or links to sexual content;

Solicitations for commerce;

Illegal conduct or the encouragement of illegal activity.

Information that may tend to compromise the safety or security of members of the
public, the public at large, or public systems;

Content that violates a legal ownership interest of any other party.

4-3.5 Employee Guidelines

Only employees authorized by the City Manager may create and maintain social
media sites. If an authorized user leaves the City of Grove employment, his/her
access to the media sites shall be removed.

In some social media formats you may encounter comments which cause you
concern as an authorized user. If user content is positive or negative and in
context to the conversation, then the content should be allowed to remain,
regardless of whether it is favorable or unfavorable to the City. If the content is
ugly, offensive, denigrating and completely out of context, then the content
should be rejected and removed, after approval of the City Manager.

Employees representing the City government via social media outlets must
identify themselves with a full professional signature; this shall include the
individual’s name, the individual’s title, and department name.

If you identify yourself as a City employee, ensure your profile and related
content is consistent with how you wish to present yourself to colleagues, and
citizens.

City policies, rules, regulations and standards of conduct apply to employees that
engage in social networking activities while conducting City business.

Comment to your readers like you would talk to people in professional situations.
Avoid overly "composed” language. Bring in your own personality and say what
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10.

11.

12.

13.

14.

15.

16.

is on your mind. Consider content that is open-ended and invites response.
Encourage comments. Broaden the conversation by citing others who are
commenting about the same topic and allowing your content to be shared or
syndicated.

Protect your privacy, the privacy of citizens, and the information the City holds.
Follow all privacy protection laws, and protect sensitive and confidential
information. What is published is widely accessible, not easily retractable, and
will be around for a long time, so consider the content carefully.

To avoid potential privacy violations, employees must not reference or cite
citizens, clients, partners or customers without their written consent for each
specific reference.

Follow all copyright laws, public record laws, retention laws, fair use and
financial disclosure laws and any other laws that might apply to the City or your
functional area.

Never comment on anything related to legal matters, litigation, or any parties with
which the City may be in litigation without the approval of the City Manager.

You shall comment and post only regarding matters in your area of expertise. All
comments or questions regarding a topic you do not engage in on a daily basis, or
a topic about which you have no expertise, should be referred to the appropriate
department. Failure to follow this policy could lead to inaccurate or misleading
information being provided to readers. When in doubt regarding your ability to
comment on a topic, contact the City Manager for guidance.

Do not denigrate others or the City. It is not necessary to respond to every
criticism or barb.

Do not post comments or articles that demonstrate a deliberate attempt to cause
poor morale or disrespect to the City of Grove or its employees, this includes
negative comments about co-workers, supervisors, management, trustees or the
governing board; (This applies to all postings by City of Grove employees on any
social media site.)

Do not use ethnic slurs, profanity, personal insults, or engage in any conduct that
would not be acceptable in the City’s workplace. Avoid comments that may be
considered objectionable or inflammatory.

Employees who post or publish non-official statements to a blog, website or
social media site, for work related purposes, must include the following
disclaimer: The views expressed here are mine alone and do not necessarily
reflect the views of the City of Grove. The City of Grove has not reviewed or
approved any of its contents, and therefore accepts no responsibility.

Employees are accountable for content that they post or publish, and shall obtain
approval of the City Manager prior to posting content that could be deemed
inappropriate or unreliable.
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17. Employees found in violation of this policy may be subject to disciplinary action
up to and including dismissal. (Amended per Council action 01/03/2012)

CONFIDENTIAL AND PROPRIETARY INFORMATION

4-5

City property includes not only tangible property, but also intangible property such as
information. Proprietary information includes information obtained by employees during
the course of their work. City employees will receive and have access to information that
is confidential in nature to the City, its customers, and its vendors. This information
includes but is not limited to strategic plans, personnel files, City data, customer lists, etc.
Employees are not to disclose any such information to (a) any other person in City
employment unless there is a legitimate business reason for doing so or (b) any person
outside City employment unless management has expressly stated that the information
can be disclosed to that person. This obligation exists even after the employee leaves
City employment

The City will comply with the Open Records Act and the Freedom of Information Act;

however, employees should discuss the proprietary of the release of information with
their Department Head or the City Manager prior to the release of such information.

POLITICAL ACTIVITIES

4-6

City employees shall not be appointed or retained on the basis of their political activity.
City employees shall not be coerced to take part in political campaigns, to solicit votes, to
levy, contribute or solicit funds or support, for the purpose of supporting or opposing the
appointment or election of candidates for municipal office.

No City employee shall solicit any monetary contribution or take an active part in a
municipal campaign, nomination or election or any other political campaign, nomination
or election during working hours or while in City uniform.

Any employee holding employment in the City service shall not continue within such
position after becoming a candidate for elective public office, unless prior to
involvement, such employee shall request a leave of absence without pay and, upon
approval by the City Manager, be granted such.

DISCIPLINARY ACTION AND WORK RULES

The City Manager shall hire, fire, discipline, and maintain the efficiency of all City
operations in accordance with federal, state, and local law, and the policies adopted by
the City Council.

City employees shall be subject to disciplinary action for failing to fulfill their duties and
responsibilities.
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An adequate reason or cause for a disciplinary action shall include, but not necessarily be
limited to, each of the following kinds of conduct:

&

11.
12.

13.

14.

15.
16.

17.
18.
19.
20.
21.
22.
23.

Conduct or performance on the job which indicates a lack of ability to adequately
perform the duties of the position or classification held by the employee.

Conduct or performance on the job which indicates a failure to produce the
quality of work the position or classification requires.

Discourtesy to the public. City employees shall at all times be civil, orderly and
courteous in their conduct and demeanor. In each contact with the public, an
employee must be aware that his appearance, actions, and statements are, in
essence, those of the City.

Falsifying employment or other City records.

Conduct or performance on the job which demonstrates insubordination, which is
defined as a refusal to follow appropriate written or oral procedures, instructions,
or directions from a supervisory employee or Department Head.

The solicitation or acceptance of money or anything of value to influence the
decisions of an employee in public matters or as a reward for such decisions.
Drinking an alcoholic beverage or being intoxicated while at work or being under
the influence of a non-prescribed controlled drug.

Conduct or performance on the job which demonstrates a deliberate attempt to
cause poor morale or disrespect among City employees by actions or attitude on
the job.

Verbal or physical abuse or improper treatment of a City client or employee.
Habitual or excessive tardiness or absences in reporting for scheduled working
hours.

Unauthorized possession of firearms on City premises or while on City business.
Stealing, misappropriation, or conversion of City property or the property of other
employees or clients of any City department.

The willful violation of any departmental or City rule or regulation which has
been adopted in written form and is known, or reasonably should be known, by
the employee involved.

Reporting for a scheduled work assignment in clothing or other aspects
contributing to appearance which an authorized supervisory employee or
Department Head has reasonably advised the employee is not acceptable or
appropriate for the work assignment or duties performed by that employee.
Willful misuse of and/or negligence involving City property or equipment.
Conviction of a felony and/or a misdemeanor involving moral turpitude or casting
doubt on the employee’s ability to properly perform his job.

Violation of any policies.

Horse play, cursing, or similar inappropriate work conduct.

Making jokes that demean another individual or group of individuals.

Name calling or nicknames that may be offensive.

Taking credit for another individual’s work or ideas.

Refusing to communicate or speak with another individual.

Offensive verbal, visual, or physical conduct.
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24. Repeated negative comments about others either orally or in writing.
25. Threatening another individual.

26. Invading another’s privacy.

27. Knowingly blaming other individuals for a mistake they did not make.
28. Purposely invading another’s personal space.

29. Gossiping about another individual.

30. Any type of “bullying” behavior.

31. Reasons or causes specifically defined other than those listed here.

TYPES OF DISCIPLINARY ACTION

When it becomes necessary to address an employee’s actions in the workplace, general
guidelines of acceptable business conduct will govern. Depending upon the nature and
seriousness of the employee’s actions, disciplinary action may begin at any step of the
disciplinary action process.

Oral Reprimand: A formal, verbal rebuke of an employee by a supervisor, Department
Head or City Manager for specific infraction(s) of City policy, unacceptable employee
behavior, or unacceptable job performance.

Written Reprimand: This is an action taken by a Department Head in which he or she
writes out the action or behavior which he or she wishes the employee to change, cease,
or begin. The written reprimand shall describe in detail the behavior to be corrected and
shall give direction and orders for the future and will point out the consequences of
repeating the actions which brought about the written reprimand. The written reprimand
shall be signed by the Department Head and presented in person by the Department Head
or authorized subordinate. The employee should sign all copies to acknowledge receipt;
if he or she refuses, the presenter shall note it on the form. All written reprimands shall
be dated and signed by the employee and placed in the employee’s personnel file. The
employee will be given a signed copy. The employee may place a dated written rebuttal
in the personnel file attached to the reprimand.

Forced Transfer: This is an action taken by a Department Head to eliminate a specific
conflict within a Department or division. An employee may be transferred from a
position in a Department to a position of equal level in a different Department or division.

Involuntary Demotion: At the discretion of the City Manager, reassignment from an
employee’s current position to one of a lesser starting pay and lower responsibility level.
A dated memo shall be sent to the employee no less than ten (10) working days prior to
the effective date stating effective date of the demotion and new salary.

Suspension Without Pay: On recommendation of the Department Head and approval of
the City Manager or on recommendation of the City Manager, the ordered absence from
duty without pay for a time period not to exceed thirty (30) days, provided this time
period may be extended by the City Manager. A signed and dated letter will be given to
the employee no later than the beginning of the regular workday on which the suspension
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4-7.1

IS scheduled to begin, stating the duration of the suspension. A copy will be placed in the
employee’s personnel folder.

This action does not require the employee’s consent to place him/her on such a leave
without pay and results in the following:

1. The employee does not accrue salary, Vacation Leave, or Sick Leave, nor is the
employee entitled to use such paid Leave time while on suspension.
2. Following suspension, the employee shall be returned to the payroll at the same

classification and salary as when he or she was suspended.

Suspension with Pay: On recommendation of the Department Head and approval of the
City Manager or on recommendation of the City Manager, an employee may be
suspended from normal work duties with pay for a period of up to thirty (30) days,
provided this time period may be extended by the City Manager. Suspension with pay
shall not be charged against accrued Vacation Leave. A written dated memo of
suspension with pay shall be delivered to the employee stating the effective date and
duration of the suspension. The employee shall sign the original memo and shall receive
a copy. The original memo shall be placed in the personnel file.

Suspension Procedure

4-7.2

The Department Head with City Manager approval or the City Manager may suspend an
employee when necessary for the good of the service. The Department Head shall notify
the employee in writing of the suspension and reasons thereof. A copy of this written
notification shall be presented to the Personnel Director immediately.

The employee shall be informed that he or she has the right to make a written request for
a meeting with the City Manager to discuss any grievance concerning the suspension.

Dismissal: This is an action recommended and taken by a Department Head and
approved by the City Manager which permanently removes an employee from his or her
Department and from the City payroll. Dismissed employees need not be kept in
employment or be paid for any time after the completion of the normal working day they
are dismissed.

Dismissal Procedure:

The Department Head with City Manager approval or the City Manager may dismiss an
employee when necessary for the good of the service. The Department Head shall notify
the employee in writing of the dismissal and reasons thereof. A copy of this written
notification shall be presented to the Personnel Director immediately.

The employee shall be informed that he or she has the right to make a written request for
a meeting with the City Manager to discuss any grievance concerning the dismissal.
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4-8

CONFLICT OF INTEREST/OUTSIDE EMPLOYMENT

4-8.1

Employees Other Than Department Heads

Employees shall be required to disclose to their Department Head engagement in or
change in the status of any other employment, activity, or enterprise for private gain,
which may constitute a conflict of interest or is inconsistent or incompatible with public
employment.

It shall be the responsibility of the Department Head so notified to inform the City
Manager in writing of such a disclosure.

The Department Head shall determine if such other employment, activity, or enterprise
for private gain does constitute a conflict of interest or is inconsistent or incompatible
with public employment. Once such determination is made, the Department Head shall
notify the employee and the Personnel Director in writing whether such other
employment, activity, or enterprise for private gain is allowed or prohibited.

In determining whether such employment, activity, or enterprise for private gain
constitutes a conflict of interest with public duties or is inconsistent or incompatible with
public employment, the following should be considered:

1. The performance of an act in other than an official capacity as an employee which
acts may later be subject directly or indirectly to the control, inspection, review,
audit, or enforcement by such employee for the department by which she/he is

employed.

2. For employees classified as FLSA non-exempt, such work is the same as similar
or related to the type of work performed for the City.

3. Private gain or advantage will not be realized from the use of City time, staff,
facilities, equipment, supplies, or influence.

4. Private gain or advantage will not be realized for the performance of an act, which

the employee should be required or expected to perform as part of his/her duties
as an employee.

The City Manager may reverse the determination reached in determining whether such
employment, activity, or enterprise for private gain constitutes a conflict of interest or is
inconsistent or incompatible with public employment. The City Manager shall be the
authority of final determination.

The Department Head shall monitor no less than annually the status of such disclosed
employment, activity, or enterprise for private gain, which may constitute a conflict of
interest with public duties or is inconsistent or incompatible with public employment, and
shall notify the employee and City Manager of any change in the determination.

The employee’s failure to disclose to his/her Department Head engagement in or change
in the status of employment, activity, or enterprise for private gain, which may constitute
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a conflict of interest with public duties or is inconsistent or incompatible with public
employment, may be grounds for disciplinary action including suspension or dismissal.
Employees who have submitted the appropriate disclosure shall not be disciplined for
failure to cease unless they have been notified in writing by the Department Head that an
activity is prohibited and fail to comply.

Department Heads

Department Heads shall be required to disclose to the City Manager engagement in or
change in the status of any other employment, activity, or enterprise for private gain
which may constitute a conflict of interest or is inconsistent or incompatible with public
employment.

It shall be the responsibility of the City Manager so notified to inform the City Council in
writing of such a disclosure.

The City Manager shall determine if such other employment, activity, or enterprise for
private gain does constitute a conflict of interest or is inconsistent or incompatible with
public employment. Once such determination is made, the City Manager shall notify the
employee and the City Council in writing whether such other employment, activity, or
enterprise for private gain is allowed or prohibited.

In determining whether such employment, activity, or enterprise for private gain
constitutes a conflict of interest with public duties or is inconsistent or incompatible with
public employment, the following should be considered:

1. The performance of an act in other than an official capacity as an employee which
acts may later be subject directly or indirectly to the control, inspection, review,
audit, or enforcement by such employee for the department by which she/he is

employed.

2. For employees classified as FLSA exempt, such work is the same as, similar, or
related to the type of work performed for the City.

3. Private gain or advantage will not be realized from the use of City time, staff,
facilities, equipment, supplies, or influence.

4. Private gain or advantage will not be realized for the performance of an act, which

the employee should be required or expected to perform as part of his/her duties
as an employee.

The City Manager Shall Be The Authority of Final Determination.

The City Manager shall monitor, no less than annually, the status of such disclosed
employment, activity, or enterprise for private gain, which may constitute a conflict of
interest with public duties or is inconsistent or incompatible with public employment, and
shall notify the Department Head and City Council of any change in the determination.

The Department Head’s failure to disclose to the City Manager engagement in or change
in the status of employment, activity, or enterprise for private gain, which may constitute
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a conflict of interest with public duties or is inconsistent or incompatible with public
employment, may be grounds for disciplinary action including suspension or dismissal.
Department Heads who have submitted the appropriate disclosure shall not be disciplined
for failure to cease unless they have been notified in writing by the City Manager that an
activity is prohibited and fail to comply.

4-9 CITY AND GROVE MUNICIPAL SERVICES AUTHORITY (GMSA)
OWNED OR LEASED VEHICLES, EQUIPMENT AND
MACHINERY

4-9.1 Vehicles, Equipment and Machinery.

Vehicles, equipment and machinery are purchased or leased by the City and Grove
Municipal Services Authority (GMSA) and are intended for official City and GMSA
business use only. Vehicles, equipment and machinery will not be used by or be used to
transport any person(s) not engaged in official City or GMSA business. The personal use
of City or GMSA vehicles, equipment or machinery is prohibited. Each Department
Head is responsible for informing their departmental personnel and enforcing this policy.

City and GMSA vehicles, equipment and machinery shall be operated in compliance with
the appropriate traffic laws and the operator’s manual. Only authorized, licensed,
qualified personnel may operate City and GMSA vehicles, equipment and machinery.

Only authorized personnel may take City and/or GMSA vehicles home overnight and will
pay applicable taxes as required by IRS regulations for such use. The City Manager may
authorize personnel to take City and/or GMSA vehicles, equipment or machinery home
overnight during an emergency situation.

All non-management vehicles shall have a City of Grove or GMSA insignia on them for
easy identification. As such, they are singled out to the public. City and GMSA vehicles,
equipment and machinery must be operated in a safe, courteous and professional manner
SO as to set a good example to the public. Unlawful or improper use of City or GMSA
vehicles, equipment or machinery is cause for disciplinary action.

An employee, who normally takes a city vehicle home, may not leave that vehicle at their
home while they are on vacation. The vehicle will be left at the appropriate shop or yard.
It is your responsibility to make the necessary arrangements prior to departure.

If an employee has an accident involving a City or GMSA owned or leased vehicle,
equipment or machinery, he/she shall first notify the Police Department and then their
supervisor. The Department Head shall notify the City Manager’s office. The employee
shall complete an Accident Investigation Report and submit it to his/her supervisor within
twenty-four (24) hours of the occurrence; the supervisor shall provide a copy of the
completed report to the Department Head and the City Manager.

EXCEPTIONS: In the case of an emergency where the employee requires immediate
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medical treatment, the employee shall complete and submit the report to his supervisor
upon release from a physician to return to work. Upon receipt of the report, the
supervisor shall submit a copy to the Department Head and the City Manager.

A copy of the Accident Investigation Report will be placed in the employee’s personnel
file.

All traffic violations incurred by the employee while driving a City-owned vehicle are the
personal responsibility of the employee. All such violations shall be reported to the
Department Head.

The use of tobacco, any alcoholic beverages, and other narcotics or controlled substance
in city vehicles is prohibited. (Section 4-9.1 amended per Council action 06/17/2014)

Cellular Phone Allowance

The City of Grove offers a taxable allowance for cellular phone equipment and services
to those employees whose duties require the frequent use of cellular phone devices. These
employees are provided a monthly allowance to defray City of Grove business-related
phone calls.

The City does not typically purchase cellular phone devices or cellular service plans for
employees conducting City business. An exception may be granted for departmental
shared cellular phone devices as detailed below. Cellular phone devices and service plans
purchased with the monthly allowance may be used for both personal and business
purposes. The allowance is intended to defray the cost of conducting City business with
cellular phone devices and may, at times, not cover the total cost of a cellular phone plan
or usage. Departmental shared cellular phone devices shall only be used for business
purposes; personal use is not permitted.

Criteria: The allowance is granted per the following criteria:
1. Job function requires extended time (i.e. greater than 2 consecutive hours) outside

of assigned office or work area, and it is essential to the City that the employee be
accessible during those times; and/or

2. Job function requires continuous accessibility beyond scheduled or normal
working hours (i.e., on-call responsibilities for critical City services); and/or
3. Job function requires access to e-mail outside of the office or beyond normal

scheduled working hours, and it is essential for the City that the employee has the
ability to receive and send e-mail during those times.

A cellular phone device acquired as provided by the criteria above is considered to be the
personal property of the employee. No City department or supervisor shall force
employees to use a specific cellular phone device, carrier or plan. However, some City
services (i.e. email, calendar, contacts synchronization, paging) may not be compatible
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with all devices, carriers, or plans. The employee is responsible for ensuring
compatibility.

Exceptions: A departmental shared cellular phone device for use by multiple individuals
within the department may be purchased under the following conditions:

1. The departmental shared cellular phone device will be used to fulfill functions
related to special events, on-call duty, or maintenance, particularly to address
emergency or after-hours related issues that require calling capabilities that cannot
be addressed with a pager; and

2. Multiple employees will be using the departmental shared cellular phone device
to fulfill functions as noted above, making individual allowances financially
imprudent.

The departmental shared cellular phone device will be purchased by the department, but
will be assigned to one individual within the department to manage and maintain control
of the device, including phone assignment and ensuring that the equipment is only used
for business purposes. This entails reviewing and maintaining records which establish the
amount, date, place, and business purpose for each business call. An annotated copy of
the cell phone bill is an example of such a record. The record can be audited or reviewed
periodically for compliance.

Cost reduction measures: Cellular phones and data plans are not intended to replace
other available less expensive means of communication such as landline (or desktop)
phones. In an effort to reduce costs, employees should:

1. Use conventional communication methods (e.g., landline phones) when available
and cost effective;

2. Minimize forwarding landline calls to cellular phones; and

3. Use landlines instead of cellular phones while in the office.

If an employee does not use his/her landline phone due to the amount of time spent out of
his/her office, the supervisor should evaluate elimination of the landline phone.

Allowance: The allowance will be provided as taxable income to the employee. An
employee is prohibited from continuing to collect a monthly cell phone allowance when
his/her cellular phone device is no longer active or needed for the performance of the
employee’s job responsibilities. Simple convenience is not a criterion for granting a cell
phone allowance. Please see “Cellular Phone Allowance Procedures” (Appendix A) for
the allowance amount.

Responsibility: Any employee receiving an allowance is expected to maintain cell phone
service, notify the City of the cell phone number, agree to publication of the number as
needed, and be reachable for City of Grove business purposes. Failure to perform these
requirements while receiving a cell phone allowance is subject to disciplinary measures
up to and including termination. (Amended per Council action 7/19/2011)
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4-9.3 Text Messaging is Prohibited while operating city owned vehicles, heavy equipment or
machinery.

TEXT-MESSAGING means reading from or entering data into any handheld or other
electronic device, including but not limited to e-mailing, instant messaging, obtaining
navigational information or engaging in any other form of electronic data retrieval or
electronic data communication.

City of Grove employees are prohibited from text-messaging while operating city owned
vehicles, heavy equipment or machinery.

EXCEPTION: Safety personnel including Fire and Police Department are exempt when

they are engaged in emergency situations. (Section 4-9.3 added per Council action
08/21/2012).
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SECTION 5 - DISCRIMINATION AND HARASSMENT

DISCRIMINATION AND HARASSMENT POLICY

o-1.1

The City strives to provide a professional, businesslike work environment free from all
forms of employee discrimination, harassment, and/or retaliation. The City does not
condone and will not tolerate any illegal harassment, discrimination, and/or retaliation.
All appointments, promotions, demotions, commendations, disciplinary actions,
separations, and other terms and conditions of employment shall be made without regard
to race, color, age, disability, gender, religion, national origin, veteran status, status as a
recipient of public assistance or any other basis protected by federal, state, or local law.
“Status with regards to public assistance” means the condition of being a recipient of
federal, state or local assistance, including medical assistance, housing subsidies, AFDC
or general assistance.

The City prohibits discrimination and/or harassment that is sexual, racial, or religious in
nature or is related to anyone’s gender, national origin, age, disability, veteran status,
status as a recipient of public assistance or any other basis protected by federal, state, or
local law. This policy applies to all employees, agents, officers, trustees, or other elected
officials and to all individuals who may have contact with any employee, agent, officer,
trustee, or other elected official of the City. The City will make reasonable
accommodations for qualified individuals with known disabilities unless doing so would
result in an undue hardship, health or safety concern.

The City will investigate all complaints, either formal or informal, verbal or written, of
discrimination and/or harassment that is sexual, racial, or religious in nature or is related
to anyone’s gender, national origin, age, disability, veteran status, status as a recipient of
public assistance or any other basis protected by federal, state, or local law and will
discipline or take appropriate action against any person found to have violated this policy.
The City Manager or his/her designee shall be the responsible party for investigations
into violations of EEOC requirements, including harassment and discrimination.

Sexual or Gender Based Discrimination or Harassment

Sexual or gender based discrimination or harassment includes unwelcome physical or
verbal conduct relating to an individual’s gender or directed at an individual because of
gender; unwelcome sexual advances, requests for sexual favors, sexually motivated
physical conduct, or other verbal or physical conduct or communication of a sexual or
gender biased nature when:

1. Submission to that conduct or communication is made a term or condition, either
explicitly or implicitly, of obtaining or retaining employment, public services or
public accommodations;

2. Submission to or rejection of that conduct or communication by an individual is
used as a factor in decisions affecting that individual’s employment, public
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5-1.2

services or public accommodations; or

That conduct or communication has the purpose or effect of substantially or
unreasonably interfering with an individual’s employment or use of public
services or public accommodations or creating an intimidating, hostile or
offensive employment, public service or public accommodation environment.

Examples of sexual/gender harassment may include but are not limited to:

1.

Sk

7.

8.

Unwelcome verbal remarks, jokes or innuendoes of a sexual nature or based upon
gender;

Unwelcome pressure for sexual activity;

Unwelcome, sexually motivated or inappropriate patting, pinching or other
physical contact;

Unwelcome sexual behavior or words, including demands for sexual favors,
accompanied by implied or overt threats concerning an individual’s employment
or access to public services or public accommodations;

Unwelcome sexual behavior or words, including demands for sexual favors,
accompanied by implied or overt promises or preferential treatment with regard to
an individual’s employment or access to public services or public
accommodations;

Any sexually motivated, unwelcome touching;

Distribution or display of written materials, pictures or other graphics of a sexual
or gender biased nature;

Other unwelcome behavior or words directed at an individual because of gender.

Other Prohibited Discrimination or Harassment

Unwelcome physical or verbal conduct, including derogatory statements and bias,
relating to an individual’s status as a member of a protected class, such as race, color,
age, disability, gender, religion, national origin, veteran status, status as a recipient of
public assistance or any other basis protected by federal, state, or local law, when:

1.

Submission to that conduct or communication is made a term or condition, either
explicitly or implicitly, of obtaining or retaining employment, public services or
public accommodations;

Submission to or rejection of that conduct or communication by an individual is
used as a factor in decisions affecting that individual’s employment, public
services or public accommodations; or

That conduct or communication has the purpose or effect of substantially or
unreasonably interfering with an individual’s employment or use of public
services or public accommodations or creating an intimidating, hostile or
offensive employment, public service or public accommodation environment.

Examples of such discrimination or harassment may include but are not limited to:

1.

Unwelcome verbal remarks, derogatory statements, jokes or innuendoes based
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upon the protected status;

2. Unwelcome behavior or words based upon the protected status accompanied by
implied or overt threats concerning an individual’s employment or access to
public services or public accommodations or concerning preferential treatment
with regard to an individual’s employment or access to public services or public
accommodations;

3. Distribution or display of written materials, pictures or other graphics based upon
the protected status; or
4. Other unwelcome behavior or words directed at an individual because of his or

her protected status.

5-1.3 lllegal discrimination and/or harassment may occur:
1. Between a supervisor and an employee;
2. Between co-employees;
3. Between an employee or supervisor and a member of the public seeking to obtain
or use public services/accommodations;
4. Between an elected official and an employee or member of the public receiving or
seeking public services/accommodations;
5. Between an agent of the City and an employee, supervisor, elected official or
member of the public; and
6. Between an outside third party and an employee, elected official, or member of
the public.
5-1.4 Reporting Procedures

Any person who believes he or she has been the victim of discrimination or harassment
as described above or any person with knowledge or belief of such conduct shall report
the alleged conduct immediately to a Department Head, the Personnel Director, the City
Manager, or other supervisory employee. The complaining employee is not required to
approach the person who is harassing and/or discriminating against them, and they may
bypass any offending member of management. The report shall be made within 24 hours
of the conduct or of learning of the same. Failure to make or forward such a complaint or
report is grounds for discipline, including immediate discharge.

The City encourages the reporting party or complainant to use the report form available
from the Personnel Department, the City Manager, or Department Heads, but oral reports
shall be considered complaints as well. Use of formal reporting forms is not mandatory.

If the complaining party did not make the report directly to a Department Head or the
City Manager, the receiving party must report the complaint to the Department Head or
City Manager within 24 hours. If the report was given verbally, the Department Head or
City Manager shall request that the reporting party reduce the report to written form or
shall prepare the written report personally. The Department Head or City Manager may
request, but may not insist upon, a written complaint by the complainant.
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5-15

Submission of a good faith complaint or report of improper conduct under this policy
shall not affect the reporter’s future employment or access to public services or public
accommodations.

Investigation

5-1.6

Upon receipt of a report or complaint of improper conduct under this policy, the City
shall conduct or authorize an investigation. The investigation may be conducted by City
officials or by a third party designated by the City if authorized by the City Manager.

The investigation may consist of personal interviews with the complainant, the
individual(s) against whom the complaint is filed, and others who may have knowledge
of the alleged incident(s) or circumstances giving rise to the complaint. The investigation
may also consist of any other methods and documents deemed pertinent by the
investigator.

The City will process complaints made under this policy as discreetly as possible,
consistent with the City’s legal obligations and the necessity to investigate allegations of

improper conduct under this policy.

City Action

o-1.7

Upon receiving a report, the City may take immediate steps, at its discretion, to protect
the complainant and other employees or members of the public pending completion of
the investigation.

Upon completion of the investigation, the City will take appropriate action which may
include disciplinary action up to and including termination.

In determining whether the alleged conduct constitutes a violation of this policy, the City
should consider the surrounding circumstances, the nature of the behavior, past incidents
or past or continuing patterns of behavior, the relationships between the parties involved
and the context in which the alleged incidents occurred. Whether a particular action or
incident constitutes a violation of this policy requires a determination based on all the
facts and the surrounding circumstances.

Retaliation

The City prohibits retaliation of any kind against employees, who, in good faith, report
discrimination and/or harassment or assist in investigating such complaints. If an
employee feels he or she has been subjected to any form of retaliation, the employee
should report that conduct to his or her Department Head, the Personnel Director, the
City Manager, or other supervisory employee within 24 hours of the offense. Retaliation
includes, but is not limited to, any form of intimidation, reprisal or harassment.

Page 86



5-1.8 Dissemination of Policy
This policy shall be conspicuously posted in each city building in areas accessible to
employees and members of the public. This policy shall be distributed to all employees
upon its adoption and to all new employees upon hire.

5-2  WORKPLACE VIOLENCE

5-2.1 Purpose
The City of Grove strives to provide a safe work environment and prevent workplace
violence. Employees who engage in violent acts or engage in behavior that threatens the
safety of employees or visitors in the workplace may be subject to immediate disciplinary
action, up to and including termination.

5-2.2 Definitions

Workplace violence: An implied or actual act or threat made directly or indirectly that
creates, or could create, physical harm to employees, their families, friends or property
that takes place at the workplace or because of performing work duties associated with
employment by the city.

Long gun: Any firearm with a barrel length of more than twelve (12) inches designed,
made or adapted to be fired with two hands.

Handgun: Any firearm with a barrel length of less than twelve (12) inches designed,
made or adapted to be fired with one hand.

Knife: Any bladed (a blade of three and one-half (3'/,) inches or longer) hand instrument
that is capable of inflicting serious physical injury or death by cutting or stabbing. It
includes a dirk, sword or spear in a cane, razor, ice pick, throwing star, switchblade and
butterfly knife.

Club: Any instrument that is specially designed, made or adapted for inflicting serious
physical injury or death by striking, including a blackjack, billy and sap.

Course of conduct: A pattern of conduct composed of two (2) or more acts separated by
at least thirty-six (36) hours but occurring within one (1) year. Constitutionally protected
activity is not included within the meaning of course of conduct.

Stalking: A person commits stalking if he or she purposely engages in a course of
conduct that harasses another person and makes a terrorist threat with the intent of
placing that person in imminent fear of death or serious bodily injury or placing that
person in imminent fear of the death or serious bodily injury of his or her immediate
family.
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5-2.3

Zero Tolerance: Threats, intimidation, harassment, or acts of violence (particularly
employee against employee assaults) shall not be tolerated.

Harassment: A person commits harassment if, with intent to harass or threaten another

person, the person:

1. Communicates or causes a communication with another person by verbal,
electronic, mechanical, telegraphic, telephonic or written means in a way that
harasses or threatens;

2. Continues to follow another person in or about a public place for no legitimate
purpose after being asked to desist; or
3. Engages in a course of conduct or repeatedly commits an act that harasses or

threatens another person.

Prohibited Possession of Weapons

5-2.4

It is prohibited for any employee, while on City property or while conducting City
business, to carry (or possess), maintain in a city-owned vehicle, or maintain in a desk,
locker, personal item or otherwise have readily available for use as a potential weapon,
any loaded or unloaded long gun, handgun, knife, or club, unless specifically required for
job functions and approved by the City Manager. For the purpose of this prohibition, a
City tool is not considered to be a prohibited weapon.

Prohibited Activities

5-2.5

The City has a zero tolerance policy for the following:

While on City property or while conducting City business, any person's involvement in
workplace violence including, but not limited to, any act of violence (including pushing
and shoving) or threat of violence (including "joking" or intimidation of others).

Any course of conduct by a City employee that may or may not occur on City property or
while conducting City business and involves another City employee(s), their families,
friends or property that includes stalking or harassment as defined above and by the laws
of the state.

Searches and Inspections

A Department Head, or his designated representative, has the right to search and inspect
all City work areas and equipment, including but not limited to, buildings, vehicles,
desks, lockers, computers and storage areas. Because even a routine inspection or search
might result in the viewing of an employee’s personal possessions, employees are
encouraged not to bring any item of personal property into the workplace that they do not
want revealed.

A Department Head may also conduct a reasonable search of an employee's personal
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5-2.6

property, if presently situated on City property, provided the employee consents to the
search in writing. If a Department Head has a reasonable suspicion, as validated by
objective facts and observations, that an employee may be concealing a prohibited
weapon in an article of personal property, the Department Head shall contact the City
Manager who may involve the Chief of Police, provided the Department Head, without
endangering himself or others, may take such emergency action as is needed in the event
of imminent danger.

Duty to Report

5-2.7

All City employees have a duty to contribute to workplace safety. This duty includes
reporting information about perceived, potential, or real problems that may involve
workplace violence. Employees are encouraged to report their concerns to their
supervisor, Department Head, or the City Manager. If appropriate, an investigation shall
be undertaken and specific action shall be pursued.

City Action

5-2.8

Any person who makes threats, stalks, exhibits threatening behavior, or engages in
violent acts on City property or on a City-controlled site, or in connection with City
employment or City business shall be removed from the premises as quickly as safety
permits and shall remain off City premises pending the outcome of an investigation.
Following investigation, the City will initiate an immediate and appropriate response.
This response may include but is not limited to suspension and/or termination of any
business relationship, reassignment of job duties, suspension or termination of
employment, and/or civil or criminal prosecution of the person or persons involved.

Non-retaliation Policy

The City of Grove strictly prohibits any acts of reprisal or retaliation against any
employee who in good faith reports an allegation of workplace violence or who in good
faith participates in any investigation of such a report. Any person who violates this non-
retaliation policy may be subject to discipline, up to and including termination of
employment.
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SECTION 6 — SAFETY

The City strives to provide a safe working environment for all employees. The City shall
comply with occupational safety and health standards and regulations promulgated by the
Oklahoma Department of Labor Public Employee Occupational Safety and Health Section.

6-1 RESPONSIBILITIES

6-1.1 Department Heads

The Department Head is responsible for fulfillment of departmental goals and objectives
as well as health and welfare of each employee in the department. In the adopted safety
policy, the highest priority has been placed on employee safety, which therefore becomes
the responsibility of the respective supervisor. It is normal practice for supervisors to
delegate the authority to carry out safety policy in the department; but the responsibility
for meeting objectives and the protection of employees in performance of their
assignments cannot be transferred.

It is the responsibility of the Department Head, or any employee of his or her department
as designated, to see that all vehicles and machinery are in proper working condition.
Any problems or known repairs that are needed will be reported to the Vehicle
Maintenance Department. The Vehicle Maintenance Department maintains records of
maintenance on vehicles as part of the preventive maintenance program.

6-1.2 Supervisors

Supervisors shall assume responsibility for safe working areas for employees and shall
take the initiative in recommending corrective action where deficiencies are noted.

Supervisors shall also ensure that each employee is properly trained and familiar with his
or her work requirements. Supervisors cooperate with the Safety Officer when he or she
provides training, reports of unsafe conditions, and observations. Supervisors shall
conduct safety meetings at least monthly, to ensure that safety is considered an important
aspect of the job, and to keep fresh in the minds of employees the safe aspects of their
work environment. Supervisors shall also look into and act on safety suggestions from
employees, and encourage them to report any unsafe observations.

Supervisors shall assist the Safety Officer in investigating the causes of all accidents and
make sure all accidents are reported promptly and accurately. Supervisors shall instruct
all employees regarding disciplinary policy for violating safety rules and ensure
impartial, positive enforcement.

6-1.3 Employees

Each employee is expected to place safe work practices as the highest priority while
performing daily tasks. Each employee is expected to use the safety equipment provided
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while performing work assignments. Employees shall warn co-workers of unsafe
conditions or practices and report defective equipment immediately to a supervisor.
Employees shall report unsafe situations observed throughout the community, such as
missing signs, open manholes, sunken basins and sewers, etc. Employees shall report all
injuries and accidents, no matter how small. Employees shall protect City work sites
from the public.
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6-2

ACCIDENT AND CLAIM REPORTING — VEHICLES AND

PROPERTY

Upon occurrence of an accident involving City property or equipment where bodily
injury has occurred or property damage has occurred, the Police Department shall be
contacted immediately so that an investigation of the matter can be undertaken prior to
removal of damaged property. This will allow the City to better perform adjustment
activities, preserve witness evidence, and assess situations where liability may exist.

All accidents or accidents involving any City employee or equipment wherein the City or
the employee might be found at fault will be reported to the City Manager in writing
within 24 hours. The report will include:

A copy of any police report made of the incident

The employee’s statement

A list of witnesses

A description of the equipment involved

A description of the location, property involved, names of any injured persons and
description of those injuries

6. Photographs

orwdPE

All accidents or incidents involving any city equipment wherein the fault is that of
someone other than a city employee, the following will be included with the report to the
City Manager within 48 hours:

A copy of any police report made of the accident

The employee’s statement

A list of witnesses

Two estimates of repair or replacement cost of the equipment
Photographs

AR A

All accidents involving injury to a city employee while on city business or being paid by
the city, no matter how caused, will be reported to the City Manager immediately.
Additionally, if the cause of the injury is the fault of defective equipment or the actions of
someone other than a city employee, a report containing the following will be made to the
City Manager’s office within 48 hours;

A copy of the police report

The employee’s statement

A list of witnesses

The name, address, phone number, and insurance information of person causing
accident

If equipment is city owned no repairs made until approved by the City Manager.
Photographs

el N

oo

The City Attorney’s office and the City’s insurance carrier will be notified in writing of
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all written complaints against the City, a city department, a city official, or a city
employee where there is a potential of liability on the part of the city as a result of any
incident that may have occurred. All aspects of any contract of employment concerning
individual complaints will, in addition to the above, be strictly adhered to.
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SECTION 7 — MANAGEMENT’S RIGHTS

Nothing contained in this policy should be construed by the employee to grant a property interest
in his or her employment with the City of Grove or to grant any contractual right to the
procedures contained herein.

Within the framework of City, State and Federal regulations, the City of Grove claims the right
to exercise the customary functions of management. This shall include but not necessarily be
limited to the following:

1.

2.

w

No ok

to select, hire, promote, suspend, discharge, lay-off, assign, supervise, and discipline
employees;

to determine and change starting times, quitting times, and shifts;

to transfer employees within departments or into other departments and into other job
classifications;

to determine and change the size, composition, and qualifications of the work force;

to establish, change and/or abolish its policies, practices, rules and regulations;

to determine and modify job descriptions, job evaluations, and wage classifications;

to determine and change methods and means by which its operations are to be carried on;
and

to assign duties to employees in accordance with the needs and requirements determined
by the City Manager, Department Heads, and other appropriate city employees and
officials.

An employee may be discharged at any time from employment for the good of the organization,
at the discretion of the City Manager, with or without cause or with or without notice.
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SECTION 8 — INTERNAL PROBLEM SOLVING
AND GRIEVANCE PROCEDURE

PROBLEM SOLVING AND COMPLAINT PROCEDURE:

Communication is at the heart of good employee relations. Employees should share their
concerns, seek information, provide input, and resolve work-related issues by discussing
them with their supervisor until they are fully resolved. It may not be possible to achieve
the result an employee wants, but the supervisor needs to attempt to explain in each case
why a certain course of action is preferred.

Regardless of the situation, the employee should be able to openly discuss any work-
related problems and concerns without fear of retaliation. Supervisors and Department
Heads are expected to listen to employee concerns, to encourage their input, and to seek
resolution of the issues and concerns.

There may be times when an employee feels that the supervisor has reached a wrong
decision regarding the employee, or that the employee did not receive something to
which he or she thought they were entitled. In those situations, the employee may follow
these steps:

Step 1: Discuss the situation with the employee’s immediate supervisor. He or she
should address the concern and provide the employee with an oral answer within
three (3) days.

Step 2: If the supervisor cannot resolve the issue, the employee may put the
complaint in writing and submit it to his or her Department Head within five (5)
working days after receipt of the employee’s supervisor’s answer. The Department
Head will review the complaint and give the employee a written answer within five
(5) working days after receipt of the complaint.

Step 3: Should the complaint not be satisfied at this point, the employee may submit
the complaint in writing to the City Manager within five (5) working days after
receipt of the Department Head’s answer. After careful review of the matter, the City
Manager will provide a written response within five (5) working days. The City
Manager’s decision is final.

If the job-related issue involves a suspension or dismissal, the employee may submit a
written request for a meeting with the City Manager within three (3) days of the
suspension or dismissal. The City Manager will schedule a meeting with the employee
within ten (10) days of receipt of the request to discuss the suspension or dismissal. The
City Manager’s decision on the suspension or dismissal will be final.

No supervisor or Department Head will interfere with this grievance procedure and will
assist any employee with the process. It is the responsibility of management personnel to

Page 95



provide fair and factual responses to an employee’s concerns.
If an employee has a concern about discrimination and/or harassment, the City has set up

special procedures to report and address these issues. Those reporting procedures are set
forth in the City’s Discrimination and Harassment Policy.
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SECTION 9 - PROCEDURE TO HANDLE PUBLIC COMPLAINTS
AGAINST EMPLOYEES

The City of Grove will address all complaints or allegations of misconduct against City
employees which are initiated by citizens of the City.

9-1 PROCEDURE

Complaints shall be handled on a case-by-case basis by the City Manager.

All complaints shall be in writing and submitted to the City Manager. This complaint shall be
detailed enough to provide fact and allegations about the incident and employee(s) involved.

Once the complaint is submitted to the City Manager, he or she shall determine if disciplinary
action is warranted. The City Manager’s decision will be final.
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SECTION 10 - POLICIES

To the extent that any policy may conflict with federal, state, or local laws, the City will abide by
the applicable federal, state, or local law.

The City of Grove reserves the right to suspend, revise, or revoke any of its Policies, procedures,
and/or practices at any time.

The City of Grove has policy positions, which affect you but are not a part of these Personnel
Policies. Every Department has a copy of the City of Grove Manual of Policies, Rules, &
Regulations available for your review. Policies can also be reviewed in the office of the City
Clerk. Employees may request copies of any City policy.

The following policies will be included in ‘New Hire’ paperwork provided to new employees:
Use of Internet Policy
Substance Abuse Policy
Tobacco Use Policy (Added per Council action 02/07/2012)
Employment Reasonable Accommodation Policy (Added per Council action 09/18/2012)

Upon receipt of Policies, employees will be required to return a signed consent agreement stating
the policy has been received.
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PERSONNEL FORMS

Vacancy Notice

Personnel Action Form

Job Application

Request for Interview

Employee Performance Action Plan

Request for Leave

Vacation Leave Request

Employee Cellular Phone Allowance Agreement

Page 99



APPENDIX A
CELLULAR PHONE ALLOWANCE PROCEDURES

This procedure describes the process to request and approve an allowance from the City of
Grove for the use of cellular phone devices in order to conduct City business.

Any employee who receives an allowance will be required to maintain cell phone service, notify
the City of the cell phone number, agree to have his/her number distributed to appropriate staff
members or published to the public, if needed, and be reachable for City business purposes.

Process: Upon determination that the necessary criteria are met as stipulated in the “Cellular
Phone Allowance” directive, the employee and authorized approver will follow the process
outlined below:

1. Select the most reasonable monthly allowance option, based on the city usage of
the device, from the options below:

Plan Option Allowance Amount Comments

Voice only - low usage $30 120 — 450 minutes expected usage monthly
Voice only — high usage $50 More than 450 minutes expected usage monthly
Voice/Data plan — low usage $40 120 — 450 minutes plus email usage monthly
Voice/Data plan — high usage $60 More than 450 minutes plus email usage monthly

*Employees not receiving a cell phone allowance that use their personal cell phone to conduct
City business and exceed their personal cell phone plan voice minutes may seek reimbursement
for the voice minute overages by submitting an expense reimbursement form with appropriate
documentation.

2. Complete the Employee Cellular Phone Allowance Agreement form and obtain
necessary approvals.

3. The approved form is sent to Finance Department for review then forwarded to
Payroll personnel to enter into the payroll system.

4. The Employee Cellular Phone Allowance Agreement form must be reviewed and

re-approved each fiscal year to confirm the employee’s eligibility for the cellular
plan allowance or the department’s eligibility for the shared cellular phone device.

Changes in allowance may be made at the beginning of each fiscal year with appropriate
approvals.

Departmental Shared Cellular Phone Devices: For departments fulfilling functions related to
special events, on-call duty, or maintenance, particularly addressing on-call or after-hours related
issues requiring calling capabilities a departmental shared cellular phone device may be
approved as an exception.

The departmental shared cellular phone device will be assigned to one individual within the
department to manage and maintain control of the device, including phone assignment and
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ensuring that the equipment is only used for business purposes. This entails a monthly review
and maintenance of records which establish the amount, date, place, and business purpose for
each business call. An annotated copy of the monthly cell phone bill is an example of such a
record.

Departmental shared cellular phone devices shall only be used for business purposes; personal
use is not permitted. Any employee in violation of this directive must reimburse the City for the
personal phone calls, may loses use of the departmental shared cellular phone device, and may
be subject to disciplinary action up to and including termination.

Transition. Effective immediately upon approval of this directive, the City of Grove will no
longer purchase any cellular phone devices or services, nor will any existing cellular phone
device contracts be renewed or extended, unless an exception is authorized for a departmental
shared cellular phone device. Effective immediately upon approval of this directive, employees
with City of Grove assigned cellular phone devices must make arrangements to transfer their
cellular phone billing and contract to their name by August 1, 2011. In the vent the transition
cannot be completed by this date, the employee should notify his/her supervisor with an
anticipated transfer date.

If employees are transferring from a City cellular phone to a personal cellular phone, they are
encouraged to retain their existing City cellular phone number. If any employee changes his/her
cellular phone number, he/she must notify the department within one (1) business day of the
change. For those departments that have an existing contract with a cellular phone vendor, if the
transfer will result in a cancellation fee, the existing account shall be transferred to the employee
immediately following the expiration of the cancellation provision.

Employees using City owned equipment and converting to personally owned contracts may
continue to use the existing cellular phone devices while employed by the City. In the event the
employee leaves City employment, the cellular phone device must be returned to the department
with any other City owned property. Employees may choose to either stay with the current
AT&T cellular plan or adopt a new cellular phone plan of their choice. Departments cannot
force employees to use a specific cellular carrier or plan. Some City services (i.e. email,
calendar, contacts synchronization, paging) may not be compatible with all devices, carriers, or
plans. The employee is responsible for ensuring compatibility.
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